STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements

Page 10f3

Command: Division: Number:
Morongo Basin Inland 870
Evaluated by: Date:
Sergeant J. Arnswald, #11974 01/05/2009
Assisted by: Date:

Purchases

INSTRUCTIONS: Answer individual items with “Yes"” or “No” answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the “Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the “Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION
(] Division Level [] Command Level

[_] Executive Office Level X Voluntary Self-Inspection

Lead Inspector's Signature:

(}%ﬂ@

Follow-up Required:

Yes [1No [] Follow-up Inspection

Commander's Signature:

..;-l 6_.__.__._.—-

Date:

For applicable policy, refer to: HPM 11.2, Chapter 7

1!(} v

1.

Are participants in the procurement process at the

command level familiar with the related policies and XK Yes | [JNo |[JN/A | Remarks:
procedures for purchasing?
2. Have Approvers/reviewers of purchases received _
procurement training? Yes | [ONo | [JN/A | Remarks:
3. Are prohibited items procured on CHP 43, Purchases .
Requisitions? [ Yes No | [JN/A | Remarks:
» Supplies for personally — owned equipment
e Commodities for personal use
e Confirming order
e Purchases via the internet
4. Are separate CHP 43s, Purchase Requisitions, _
prepared for commodity items obtainable from X Yes | [INo |[JN/A | Remarks:
different suppliers or from different statewide
commoadity contracts?
5. Is all required information entered on the CHP 43, _
Purchase Requisition? Yes | [ONo |[]N/A | Remarks:
6. Arethe CHP 43, Purchase Requisitions, numbered .
consecutively, starting anew at the beginning of each Yes | [ONo | [JN/A | Remarks:
fiscal year (July 1)?
7. Are expedited requests for the purchase of goods _ B
forwarded to the Assistant Commissioner, Staff, for [OYes | [ONo | X N/A | Remarks:Have not had to utilize

approval?

expedited requests for the purchase
of goods.
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases

Page 20f3

8.

Do specialized items purchased contain the
appropriate Division, and/or OPI approvals?

X Yes

I No

CIN/A

Remarks:

Are the CHP 43, Purchase Requisitions,
competitively bid?

X Yes

I No

L1N/A

Remarks:

10.

Does the CHP 315, Price Comparison Worksheet,
document at least two price quotations?

Yes

I No

LI N/A

Remarks:

11.

Are Limited Competitive Bidding purchase requests
that limit or restrict the purchase to one specific
brand or model justified and in compliance with SAM
35557

[ Yes

O No

X N/A

Remarks:Only make purchases with
a vendor or contract.

12.

Are Limited Competitive Bidding purchase requests
for items that interface with existing departmental
equipment in compliance with SAM 3555.3?

[J Yes

[ No

X N/A

Remarks:Same as above

13.

Do Non-Competitive Bid (NCB) purchase requests
contain the NCB justification and NCB Corrective
Action Plan documents?

[]Yes

[ No

X N/A

Remarks: Same as above

14.

Are items checked immediately for content and
damage when delivered?

Yes

[ No

LIN/A

Remarks:

15.

Is the “received copy” of the purchase order
approved, dated, and forwarded to the Fiscal
Management Section (FMS), Account Payable Unit,
within three business days of receipt, if all items are
accepted?

Yes

[ No

LIN/A

Remarks:

16.

Are freight and/or packing slips attached to the
received copy of the purchase order and sent to
FMS?

X Yes

1 No

LIN/A

Remarks:

17.

Is FMS provided a photocopy of the purchase order
and any approved freight or packing slips as
acknowledgement that a portion of the order has
been received?

X Yes

I No

LIN/A

Remarks:

18.

Is the original “received copy” retained by the
command for completion and forwarding to the FMS
when the complete shipment is received?

K Yes

I No

LIN/A

Remarks:

19.

Are Damaged items delivered by common carrier
acknowledged on the freight bill by the carrier’s driver
before being accepted?

Yes

[ No

CIN/A

Remarks:
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Page 3of3
STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL
COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases

20. Is Purchasing Services Unit (PSU) notified _
immediately by telephone, followed in writing either X Yes | [ONo |[JN/A | Remarks:
by a memorandum or e-mail, requesting cancellation
of the requisition or deletion of an item, if it is
determined that a commodity requested on a CHP 43
is no longer needed and a purchase order has not
yet been prepared?

21. Are open purchase orders periodically reviewed and _
investigated to ensure the orders are not opened for | X Yes | [INo | [JN/A | Remarks:
an unreasonable length of time. (SAM 8422.0)

22. Are copies of the purchase requisitions and purchase _
orders maintained for three years after payment? X Yes | [INo |[JN/A | Remarks:
(SCM Vol. Il, Ch. 11, Topic 4)

23. Are decisions documented to create a paper trail '
documenting the basis of the decisions made forthe | [X Yes | [JNo | [1N/A | Remarks:
purchase? (SCM Vol Il Ch. 2, Topic 11)

24. Are purchase orders split to evade competitive _
bidding requirements or to circumvent the [JYes | X No |[[IN/A | Remarks:

Department's delegated purchase authority limits?
(Public Contracts Code Section 10329)
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Command: Division: Chapter:
Morongo Basin Inland 3
Inspected by: Date:

J. Arnswald, 11974 01/05/09

INSTRUCTIONS: This document shalt be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under “Forward to:” enter the next level of command where the document

shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if

additional space is required.

TYPE OF INSPECTION

] Division Level Command Level

[ Executive Office Level

] Corrective Action Plan Included
] Appeal Included
] Attachments Included

Follow-up Required: Forward to:

X No

[1Yes Due Date:

Chapter Inspection:

Inspector's Comments Regarding Innovative Practices:

Commander’s Signature:

The Area utilized standard practices as they apply to this Chapter Inspection. No innovative practices

were noted.

| Command Suggestions for Statewide Improvement:

No suggestions for Statewide improvement were obtained.

| Inspector’s Findings:

This Chapter Inspection revealed Morongo Basin Area conducts and documents Command

Procurements/Purchases within policy.
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

EXCEPTIONS DOCUMENT Command: Division; Chapter:
Morongo Basin Inland 3
Inspected by: Date:
J. Arnswald, 11974 01/05/09
Page 3

Appeal Process: (Appeals shall be filed within five (5) business days of the completed chapter inspection).

Commander’s Basis for Appeal:

[ Appeal Review/Decision:. (This shall be the only level of appeal).

Lead Inspestpes Signature;, Date:
%L@Q /-5-09

Respondiné/Commander’s Signature (for appeal): : Date:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Cal-Card Program

Page 10f2
Command: Division: Number:
Morongo Basin Inland 870
Evaluated by: Date:
Sergeant J. Arnswald, 11974 01/05/09
Assisted by: Date:

INSTRUCTIONS: Answer individual items with “Yes” or “No” answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the “Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the “Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

[] Division Level

] Executive Office Level

[[] Command Level

Voluntary Self-Inspection

Lead Inspector's Signature:

()zfﬂ A

y

Fo”ow_up Required: I:l Follow-up Inspection COETIITIS‘E!, s Signature: Date: \
[]Yes B No el |\‘g’"cci

For applicable policy, refer to: HPM 11.2, Chapter 3

1. Are all employees associated with the use of the Cal- _
Card program completing the CHP 78S, Conflict of Yes | [ONo |[JN/A | Remarks:
Interest Statement, Employee, form?

2. Are STD. 21 Drug Free Workplace certifications )
maintained within the Cal Card command file for Yes | [ONo | [JN/A | Remarks:
each vendor utilized?

3. Are STD. 204 Payee Data Record forms maintained _
in the Cal Card command file for each vendor X Yes | [INo |[]N/A | Remarks:
utilized?

4. Are California Integrated Waste Management Board -

Form 74 documents maintained for each vendor [JYes | [INo N/A zf;?r?e't‘fémzd;f:'t‘;es”t;‘t’?é‘é‘iﬁzct
utilized? for paper purchases.

5. [Hf the vendor is a small business or DVBE is utilized, '
is the certification letter from the Department of K Yes | [ONo |[IN/A | Remarks:
General Services maintained in the file?

6. When fair and reasonable is utilized, is the fair and ' B
reasonable method documented and properly XK Yes | [JNo | [XIN/A | Remarks:Not utiized.
justified?

7. Are purchases split into multiple transactions in order _
to circumvent transaction purchase limits? [JYes | XINo | [JN/A | Remarks:

8. Does the CHP 317 Cal Card Log fully describe the ‘
purchase? XK Yes | [INo | [JN/A | Remarks:

9. Are bank statements reconciled with the CHP 317 _

Cal Card Log and the receipts/invoices? Yes | [JNo |[[JN/A | Remarks:
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Page 20f2
STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL
COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Cal-Card Program
10. Is the CHP 317 Cal Card Log properly authorized .
and maintained? X Yes | [ONo |[JN/A | Remarks:
11. Are credit invoices/receipts for returned items .
maintained with the bank statement? Yes | [ONo |[JN/A | Remarks:
12. Do non-itemized purchase receipts/invoices .
document the purchase by listing the commaodity, X Yes | [ONo | [JN/A | Remarks:
quantity, and unit price of the item(s) purchased on
the bank statement.
13. Are Cal Cards maintained in a secure area? .
Yes | [ONo |[JN/A | Remarks:
14. Are Cal Card purchases pre-approved by the .
commander? Yes | [INo N/A | Remarks:
15. Have all cardholders received training on the _
Department's procurement processes? X Yes | [ONo |[JN/A | Remarks:
16. Are item(s) purchased with the Cal Card prohibited _
by departmental policy? [IYes | X No |[JN/A | Remarks:
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STATE OF CALIFORNIA Command: Division: Chapter;
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Morongo Basin Inland 3

Inspected by: Date:
COMMAND INSPECTION PROGRAM Sergeant J. Arnswald, 11974 01/05/09
EXCEPTIONS DOCUMENT

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under “Forward to:" enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if
additional space is required.

TYPE OF INSPECTION [] Corrective Action Plan Included
[] Division Level [X] Command Level [ Appeal Included
[} Executive Office Level [ Attachments Included

Forward to: Commander’s Signature:

Due Date: T\%

Follow-up Required:

[ Yes I No

Inspector's Comments Regarding Innovative Practices:

Morongo Basin Area utilized standard practices as they apply this Chapter Inspection. No innovative
practices were noted.

| Command Suggestions for Statewide Improvement: B

No suggestions for Statewide improvement were obtained.

[ Inspector's Findings:

This Chapter Inspection revealed Morongo Basin Area conducts and documents Command
Procurements within policy.

CHP 680A {Rev. 09-08) OP! 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Page 3

Command: Division: Chapter: Cr
Morongo Basin Inland 3

Inspected by: Date:

Sergeant J. Arnswald, 11974 01/05/09

(Appeals shall be filed within five (5) business days of the completed chapter inspection).

Commander's Basis for Appeal:

| Appeal Review/Decision: (This shall be the only level of appeal).

Lead lnspectz\; Slgnature

Date:

[ %07

Responding Cfmmanders Signature (for appeal):

Date:

CHP 680A (Rev. 09-08) OPI 010



STATE OF CALIFORNIA —

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Command: ] Division: g;rgberi
COMMAND INSPECTION PROGRAM | Morongo Basin_[ Iniand 870,
INSPECTION CHECKLIST Sergeant J. Arswald, 11974 01/05/09
Chapter 3, Command Procurements Assisted by: Date:
Contracts

Page 10of4

INSTRUCTIONS: Answer individual items with “Yes” or “No” answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the “Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the “Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

Lead Inspector’s Signature:

[] Division Level ] Command Level //}w v
[1 Executive Office Level Voluntary Self-inspection | “ /// AN g2
Follow-up Required: 1 Follow-up Inspection Qommander’s Signature: Date:

[]Yes No

i

For applicable policy, refer to: HPM 11.1, Chapter 22

n)\_}ﬁ
(1

1.

Is a CHP 78 Contract Request used to initiate all

service contracts which are repetitive, regardless of Yes | [INo |[[JN/A | Remarks:
the estimated dollar value?

2. Is a CHP 78 Contract Request used for one-time _
services exceeding $4,999.997? [JYes | [INo |[XIN/A | Remarks:

3. Is the Office of Primary Interest (OPI) tracking _ i
numbering beginning with the requesting command | [JYes | [INo | [XIN/A | Femarks: Allcontracts originate at
three-digit location code used, followed by “CP” for
contract payable listed on the CHP 78?

4. Is the performance of contract services monitored .
and documented? Yes | [ONo |[JN/A | Remarks:

5. Are all copies of correspondence with the vendor ‘
maintained? Yes | [INo |[JN/A | Remarks:

6. Are letters for contracts documented and maintained _
which outline any problems related to substandard or Yes | [INo |[IN/A | Remarks:
non-performance of the vendor?

7. s the final product to be delivered described .
specifically and in as much detail as possible in the K Yes | [INo |[JN/A | Remarks:

CHP 787

8. Are all required levels of approval/signature obtained,

Remarks:

including the required documentation and approvals
for expedite and emergency contracts per HPM 11.1,
Chapter 22, before forwarding the CHP 78 or CHP
78A?

[dYes | CONo |XINA
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

Page

20f4

9.

Are requests for contract services less than six
months from the anticipated start date of the contract
pre-approved by Assistant Commissioner, Staff, for
expedited processing?

] Yes

[INo

X N/A

Remarks:

10.

Is all work completed and accepted by the
Department before expiration of contract agreement?

X Yes

[ No

CIN/A

Remarks:

11.

Are contract services performed according to the
quality, quantity, objectives, timeframes, and in the
manner specified in the contract (e.g., review
progress reports and interim products)?

Yes

[ No

L1 N/A

Remarks:

12.

Are invoices for payment reviewed and approved to
substantiate expenditures for work performed and to
prevent penalties being assessed?

X Yes

] No

LIN/A

Remarks:

13.

Are contract expenditures monitored to ensure there
are sufficient funds to pay for all services rendered
as required by contract?

Yes

I No

LIN/A

Remarks:

14.

Does the requestor verify the contractor has fulfilled
all requirements of the contract before approving the
final invoice?

Yes

O No

CIN/A

Remarks:

15.

Is the final invoice identified and approved, as
appropriate and forwarded to Fiscal Management
Section for payment?

X Yes

[]No

C1N/A

Remarks:

186.

Are all applicable form sections of the CHP 78
completed?

X Yes

] No

L] N/A

Remarks:

17.

Do emergency contracts document and justify a
sudden, unexpected occurrence that poses a clear
and imminent danger, requiring immediate action to
mitigate the loss or impairment of life, health,
property, or essential public services?

[ Yes

[JNo

X N/A

Remarks:

18.

Are all employees associated with the management
of a contract completing the CHP 78S, Conflict of
Interest Statement, Employee, form?

X Yes

I No

1 N/A

Remarks:

19.

Are problems concerning the contractor’s
performance fully documented in writing and made a
part of the contract manager’s contract file?

X Yes

I No

LIN/A

Remarks:

20.

Are contract amendment request dollar amounts
increased more than 30%?

(] Yes

[ No

X N/A

Remarks:

CHP 680F (Rev. 09-08) OP1010




STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

Page 3of4

21.

Is the length of the contract amendment request
more than one year?

L] Yes

] No

N/A

Remarks:

22.

Are amendments requested before the expiration of
the original contract?

] Yes

[INo

N/A

Remarks:

23.

Is a service contract on a CHP 78, Contract Request
initiated for any commercial meeting/conference
room rental which is expected to exceed $4,999.99 in
total cost?

[ Yes

I No

X N/A

Remarks:

24.

Do conference room rental costs exceeding the $500
per day limit have pre-approval from Assistant
Commissioner, Staff?

[]Yes

I No

X N/A

Remarks:

25.

Are California Department of Justice (DOJ) and
Federal Bureau of Investigation (FBI) fingerprint
checks and driver license checks conducted for all of
the following types of agreements:

(1) Avionics Maintenance and Repair
(2) Helicopter Maintenance and Repair
(3) Instructor Services (on-site)

(4) Janitorial Services

(5) Consulting Services

] Yes

I No

X N/A

Remarks:None of the services apply.

26.

Is a driver license check conducted for, but not
limited to, all of the following types of agreements, if
the contractor and/or specifically assigned personnel
are scheduled to be on-site for more than 30 days:

(1) Alam and Fire Alam Monitoring

(2) Camera Maintenance and Repair

(3) Carpet Installation

(4) Diesel Generator Maintenance and Repair

(5) Dishwasher Maintenance and Repair

(6) Elevator Maintenance and Repair

(7) Fire Extinguisher Service

(8) Garage Door Maintenance and Repair

(9) Graphic Arts Equipment Maintenance and Repair
(10) Heating, Ventilation, and Air Conditioning Service
(11) Laundry/Linen Service

(12) Office Machine Maintenance and Repair

(13) Painting Services (interior of facility)

(14) Plumbing Services

(15) Scale Maintenance and Repair

(16) Steam Cleaning Services (Carpet, not scales)
(17) Telephone Services (cellular, satellite, and regular)
(18) Television Equipment Maintenance and Repair

(19)Uninterruptible Power Supply Maintenance and Repair

[ Yes

I No

X N/A

Remarks:None of the personnel listed
have been utilized for 30 days or
longer.
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

Page

4 of 4

27.

Are all driver license and fingerprint information
forwarded to Contract Services Unit (CSU), along
with the contract number for retention after
Commander review?

[]Yes

[ No

X N/A

Remarks:

28.

Is CSU advised by the command to determine if
adverse information discovered is grounds for
canceling the contract (i.e., adverse driver license
and/or criminal history information is received
regarding the contractor or the contractor’ s
personnel)?

] Yes

1 No

X N/A

Remarks:

29.

Are all invoices, records, and relevant documentation
maintained for three years after the final payment of
the contract?

X Yes

I No

CIN/A

Remarks:

30.

Is a log sheet maintained for a diary of activities
related to the contract?

[ Yes

X No

CIN/A

Remarks:

31.

Is a computer file prepared for all contracts
administered?

[1Yes

[INo

D] N/A

Remarks:

32.

Is a spreadsheet prepared listing all expenditures?

[]Yes

O No

X} N/A

Remarks:

33.

Is the notification to the contractor documented for
the start date for services to begin?

[1Yes

[1No

X N/A

Remarks:

34.

Is the contractor contacted to determine if all invoices
have been received in order to oversee the
completion of the contract?

] Yes

[ No

X N/A

Remarks:

35.

Do consultant services contracts of $1,000 or more
contain detailed performance criteria and a schedule
for performance? (SCM Vol. |, Ch. 3, Section 3.02.1)

1 Yes

[ No

X N/A

Remarks:

36.

Does the contract file contain the STD. 4 Contractor
Evaluation form for consultant contracts?
(SCM Vol. |, Ch. 3, Section 3.02.5)

[ Yes

[1No

X N/A

Remarks:

37.

Does Contract work only begin after approval of the
final contract? (SCM Vol. 1, Ch. 4, Section 4.09)

Yes

[INo

LI N/A

Remarks:

38.

Are the requirements for Government Code Section
19130 (a) or (b) documented and justified for
personal service contracts? (GC 19130 & SCM Vol. |,
Ch. 7, Section 7.05)

[]Yes

] No

X N/A

Remarks:

39.

Are any contract payments made prior to the final
approval and execution of the contract? (SCM Vol. |,
Ch. 4, Section 4.09)

1 Yes

X No

LI N/A

Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Command: Division: Chapter:
Morongo Basin Inland 3
Inspected by: Date:
Sergeant J. Arnswald, 11974 01/05/09

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under “Forward to:” enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if

additional space is required.

TYPE OF INSPECTION

[] Division Level [X] Command Level

[] Executive Office Level

[] Corrective Action Plan Included
[] Appeal Included
[] Attachments Included

Follow-up Required: Forward to:

[ Yes X No

Due Date:

Inspector's Comments Regarding Innovative Practices:

Commander’s Signature:

ST

Date:

Morongo Basin Area utilized standard practices as they apply this Chapter Inspection. No innovative

practices were noted.

| Command Suggestions for Statewide Improvement:

No suggestions for Statewide improvement were obtained.

| Inspector’s Findings:

This Chapter Inspection revealed Morongo Basin Area conducts and documents Command

Procurements/Contracts within policy.

CHP 680A (Rev. 09-08) OPI 010




STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Page 3

Command: Division: Chapter: Cc
Morongo Basin Inland 3

Inspected by: Date:

Sergeant J. Arnswald, 11974 01/05/09

Appeal Process: (Appeals shall be filed within five (5) business days of the completed chapter inspection).

Commander's Basis for Appeal:

| Appeal Review/Decision: (This shall be the only level of appeal).

tor's Slgn ture Date:
1T )
b;?::‘“ D50
Respondlng Commander's Signature (for appeal): Date:

CHP 680A (Rev, 09-08) OP! 010
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STATE OF CALIFORNIA

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Command: ) Division: Number;
COMMAND INSPECTION PROGRAM | Morongo Basin_| Inland 870
INSPECTION CHECKLIST Sergeant B. Green, #10311 01/05/2009
Chapter 3, Command Procurements Assisted by: Date:
X-Number Program

INSTRUCTIONS: Answer individual items with “Yes” or “No” answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the “Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the "Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION Lead Inspector's Signature:
[] Division Level [C] Command Level )
[] Executive Office Level X Voluntary Self-Inspection ) /ﬂ.ﬁ-—w
Follow-up Required: ] Follow-up Inspection | Comfnandsss Signature: Date: l
[1Yes X No ll ll&’ 09
I
For applicable policy, refer to: HPM 11.1, Chapter 23 l
1. Are multiple X Numbers awarded to the same vendor .
to circumvent the $4,999 contract limit? [Yes | XINo |[JN/A | Remarks:
2. Does all X Number file documentation contain the .
STD. 204 Payee Data Record? X Yes | [ONo |[JN/A | Remarks:

3. Do X Numbers requiring a contract (i.e., janitorial or .
landscaping) have prior approval from the Business | [1Yes | [INo |[X N/A | Remarks: Do notuse X-numbers
. . because we have a janitor and
Services Section commander? landscape contract on file.

4, Are X Number requests made prior to the date the _
services are performed? X Yes | [ONo |IN/A | Remarks:

5. Are X Numbers issued for a one-time use? .
Yes | [INo | [JN/A | Remarks:

6. Are prohibited services performed using an X _
Number? (IYes | INo |[IN/A | Remarks:

7. Are X Numbers used for the procurement of a _
service and not the purchase of a commodity? XlYes | [ONo |[JN/A | Remarks:

8. Are X Numbers issued for telecommunications .
related services pre-approved by Xl Yes | [JNo |[JN/A |Remarks:
Telecommunications Section?

9. Do X Numbers used for facilities related services _
(such as roof repair, electrical) costing over $1,000 XK Yes | [INo |[JN/A | Remarks:
have prior approval from Facilities Section?

10. Do X Numbers issued for lapsed contractual
agreements have prior approval by the appropriate K Yes | [INo |LINA
Assistant Commissioner?

Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL
COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
X-Number Program

11. Do all X Numbers awarded to a non-small business )
vendor contain three price quotations? X Yes | [ONo |[JN/A | Remarks:

12. Do all X Numbers awarded to a small business _
vendor contain the small business certification from K Yes | [JNo |[]N/A | Remarks:
the Department of General Services (DGS)?

13. Does the file documentation contain the STD. 21 '
Drug Free workplace certification for X Number Yes | [JNo | [JN/A | Remarks:
vendors?

14. Do emergency service X Numbers document and '
justify the emergency? K Yes | [INo |[JN/A | Remarks:

15. Is the itemized invoice for each X Number service '
maintained in the command’s files? X Yes | [JNo |[JN/A | Remarks:
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STATE OF CALIFORNIA Command: Division: Chapter:
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Morongo Basin | Inland 3
COMMAND INSPECTION PROGRAM InSgscted) by: Date:
EXCEPTIONS DOCUMENT Sergeant B. Green, #10311 01/05/2009

INSTRUCTIONS; This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under “Forward to:" enter the next level of command where the document
shali be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if
additional space is required.

TYPE OF INSPECTION [] Corrective Action Plan Included
[] Division Level [X] Command Level [ Appeal Included
[] Executive Office Level [] Attachments Included
Follow-up Required: Forward to: Commander's Signature: Date:
—t
N - ——— \
LYes e Due Date: 1]-D Nsed

apter Inspection:

Inspector's Comments Regarding Innovative Practices:

The Area utilized standard practices as they apply to this Chapter Inspection. No innovative practices
were noted.

| Command Suggestions for Statewide Improvement:

No suggestions for Statewide improvement were obtained.

| Inspector’s Findings: |

This Chapter Inspection revealed that the Morongo Basin Area conducts and documents Command
Procurements/X-Number Program within policy. A physical inspection of a sample of records kept on
file verified that all were within policy and contained required/relevant information.
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

Command: Division: Chapter:
EXCEPTIONS DOCUMENT Morongo Basin | Inland 3

Inspected by: Date:
Page 3 Sergeant B. Green, #10311 01/05/2009

Appeal Process: (Appeals shall be filed within five (5) business days of the completed chapfer inspection).

Commander's Basis for Appeal:

| Appeal Review/Decision: (This shall be the only level of appeal). 1

Lead%c)om Dat7 ) g/ J 7

Responding Commander’s Signature (for appeal): Date:
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Command: Division: Number:
S EPARMENT OF GALIFORNIA HIGHIVAY PATROL é\r,;".‘l"l’ggzdb’*yfea Ipland gz“:’e:
COMMAND INSPECTION PROGRAM ' Lt. R. Sanders 01-06-2009
INSPECTION CHECKLIST e Date 1.06-2009
Chapter 3, Command Procurements D. Biggs & P. Ross
Purchases

INSTRUGTIONS: Answer individual items with “Yes” or “No” answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the “Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. [f this form is used as a Follow-up
Inspection, the "Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION Lead Inspector's Signature:
] Division Level Command Level
] Executive Office Level IX] Voluntary Self-Inspection | .. -W %
i ) N Danden—

FO”OW—Up Required: . Commander’s Signature: Date: P
[]Yes X No [C] Follow-up Inspection //;Kd) L ;\fmb(l/ki \/% "00\

For applicable policy, refer to: HPM 11.2, Chapter 7

1. Are participants in the procurement process at the )
command level familiar with the related policies and | [ Yes | [JNo | [JN/A | Remarks:
procedures for purchasing?

2. Have Approvers/reviewers of purchases received

procurement training? Xl Yes | [1No | []N/A | Remarks:
3. Are prohibited items procured on CHP 43, Purchases
Requisitions? [1Yes No | [JN/A | Remarks:
e Supplies for personally — owned equipment
e Commoadities for personal use
e Confirming order
e Purchases via the internet

4. Are separate CHP 43s, Purchase Requisitions,
prepared for commodity items obtainable from KYes | [INo | [ N/A | Remarks:
different suppliers or from different statewide
commodity contracts?

5. s all required information entered on the CHP 43,
Purchase Requisition? KYes | CINo |[JN/A | Remarks:

6. Are the CHP 43, Purchase Requisitions, numbered
consecutively, starting anew at the beginning of each | Xl Yes | [[1No | [IN/A
fiscal year (July 1)?

Remarks:

7. Are expedited requests for the purchase of goods _
forwarded to the Assistant Commissioner, Staff, for [lYes | [JNo N/A | Remarks:
approval?

8. Do specialized items purchased contain the _
appropriate Division, and/or OPI approvals? D Yes | [INo |[JN/A | Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases

Page

20f3

Are the CHP 43, Purchase Requisitions,
competitively bid?

X Yes

] No

LINA

Remarks:

10.

Does the CHP 315, Price Comparison Worksheet,
document at least two price quotations?

D4 Yes

[ No

LI N/A

Remarks:

11.

Are Limited Competitive Bidding purchase requests
that limit or restrict the purchase to one specific
brand or model justified and in compliance with SAM
35557

[ Yes

[INo

N/A

Remarks:

12.

Are Limited Competitive Bidding purchase requests
for items that interface with existing departmental
equipment in compliance with SAM 3555.3?

[]Yes

[ No

N/A

Remarks:

13.

Do Non-Competitive Bid (NCB) purchase requests
contain the NCB justification and NCB Corrective
Action Plan documents?

[1Yes

] No

X1 N/A

Remarks: Not allowed.

14.

Are items checked immediately for content and
damage when delivered?

X Yes

] No

C1N/A

Remarks:

15.

Is the “received copy” of the purchase order
approved, dated, and forwarded to the Fiscal
Management Section (FMS), Account Payable Unit,
within three business days of receipt, if all items are
accepted?

X Yes

[INo

CIN/A

Remarks:

16.

Are freight and/or packing slips attached to the
received copy of the purchase order and sent to
FMS?

X Yes

] No

CIN/A

Remarks:

17.

Is FMS provided a photocopy of the purchase order
and any approved freight or packing slips as
acknowledgement that a portion of the order has
been received?

B Yes

[[INo

CIN/A

Remarks:

18.

Is the original “received copy” retained by the
command for completion and forwarding to the FMS
when the complete shipment is received?

Yes

[INo

L1 N/A

Remarks:

19.

Are Damaged items delivered by common carrier
acknowledged on the freight bill by the carrier's driver
before being accepted?

] Yes

[INo

X N/A

Remarks:

20.

Is Purchasing Services Unit (PSU) notified
immediately by telephone, followed in writing either

[ Yes

[ No

X N/A

Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST

Chapter 3, Command Procurements

Purchases

by a memorandum or e-mail, requesting cancellation
of the requisition or deletion of an item, if it is
determined that a commodity requested on a CHP 43
is no longer needed and a purchase order has not
yet been prepared?

21. Are open purchase orders periodically reviewed and
investigated to ensure the orders are not opened for Yes
an unreasonable length of time. (SAM 8422.0)

Remarks: PDR books. Phyllis Ross
D No D N/A followed up with Rosetta Morales.

22. Are copies of the purchase requisitions and purchase _
orders maintained for three years after payment? K Yes | [dNo |[JN/A | Remarks:
(SCM Vol. 1l, Ch. 11, Topic 4)

23. Are decisions documented to create a paper trail
documenting the basis of the decisions made forthe | [ Yes | [INo | [I1N/A
purchase? (SCM Vol ll Ch. 2, Topic 11)

Remarks:

24. Are purchase orders split to evade competitive
bidding requirements or to circumvent the [JYes | XINo |[IN/A | Remarks:
Department’s delegated purchase authority limits?
(Public Contracts Code Section 10329)

Purchase Requisitions were reviewed and found to be processed correctly.
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Command: Division: Chapter:

STATE OF CALIFORNIA

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL :’“mw“legd ;"fea inigng S 3
nspecte . .
COMMAND INSPECTION PROGRAM Lt Sandsts 01-06-2009

EXCEPTIONS DOCUMENT

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under “Forward to:” enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if

additional space is required.

TYPE OF INSPECTION [] Corrective Action Plan Included
[] Division Level [X] Command Level ] Appeal Included
L1 Executive Office Level [J Attachments Included
Follow-up Required: Forward to:I P /Commander' %ignature: Date:
[ Yes X No : (:;2 L . Moé‘_b 01-08-2009
Due Date: 12/15/2008

Chapter Inspection: Chapter 3 Command Procurement Contracts-Purchases

Inspector's Comments Regarding Innovative Practices:

(none)

| Command Suggestions for Statewide Improvement: |

(none)
| Inspector’s Findings: ]

#21 Are open purchase orders periodically reviewed and investigated to ensure the orders are not
opened for an unreasonable length of time? Yes PDR books Phyllis contacted Rosetta Morales and
cancelled order that was not received. Additionally, ATl Biggs contacted contracts management
regarding a mower that was never procured.

All purchases appear to be within policy.

Appeal Process: (Appeals shall be filed within five (5) business days of the completed chapter inspection).

Commander’s Basis for Appeal:

| Appeal Review/Decision: (This shall be the only level of appeal).

. N\ ate:
=S N

Responding Commander’s Signature (for appeal): Date:

CHP 680A (Rev, 08-08) GP1 010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL : F - -
ommand: vision: umoer:
INSPECTION CHECKLIST Evaluated by: Date:
Chaoter 3. C dP ment Lt. R. Sanders 01-06-2009
apter 3, Command Procure S Assisted by: Date:
Cal-Card Program P. Ross/D. Biggs 01-06-2009

INSTRUCTIONS: Answer individual items with “Yes” or “No” answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the “Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the “Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION Lead Inspector's Signature:
] Division Level ] Command Level
B 9 7 3 o —_— a
[ Executive Office Level Voluntary Self-Inspection =P é Tl T e
- i - Follow-up Inspection Commander's Signature: Date:
Follow-up Required: L p Insp : g e
[]Yes XI No SR Sandece

For applicable policy, refer to: HPM 11.2, Chapter 3

1. Are all employees associated with the use of the Cal-
Card program completing the CHP 78S, Conflict of Yes
Interest Statement, Employee, form?

D No [ N/A Remarks : Completed 1-7-09

2. Are STD. 21 Drug Free Workplace certifications
maintained within the Cal Card command file for KlYes | [JNo |[JN/A | Remarks:
each vendor utilized?

3. Are STD. 204 Payee Data Record forms maintained

in the Cal Card command file for each vendor K Yes | [[JNo | []N/A | Remarks
utilized?

4. Are California Integrated Waste Management Board
Form 74 documents maintained for each vendor KlYes | [INo |[]N/A | Remarks:
utilized?

5. If the vendor is a small business or DVBE is utilized,
is the certification letter from the Department of X Yes | [INo | [JN/A | Remarks:
General Services maintained in the file?

6. When fair and reasonable is utilized, is the fair and
reasonable method documented and properly Yes | [INo | [JN/A | Remarks:
justified?

7. Are purchases split into multiple transactions in order _
to circumvent transaction purchase limits? [JYes | XINo |[JN/A | Remarks:

8. Does the CHP 317 Cal Card Log fully describe the
purchase? Xl Yes | [INo | [IN/A | Remarks:

9. Are bank statements reconciled with the CHP 317
Cal Card Log and the receipts/invoices? Yes | [ONo | [JN/A | Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST

Chapter 3, Command Procurements

Cal-Card Program

Page 20f2

10. Is the CHP 317 Cal Card Log properly authorized

and maintained? X Yes | [INo |[JN/A | Remarks:
11. Are credit invoices/receipts for returned items _
maintained with the bank statement? X Yes | [INo |[JN/A | Remarks:
12. Do non-itemized purchase receipts/invoices .
document the purchase by listing the commodity, Yes | [INo |[JN/A | Remarks:
guantity, and unit price of the item(s) purchased on
the bank statement.
13. Are Cal Cards maintained in a secure area? _
XYes | [INo | [N/ | Remarks:
14. Are Cal Card purchases pre-approved by the D i
Y4 emarks: Pfre-approvail proviaed in
commander? Yes I———I No D N/A person, by phone, or e-mail and
signed as soon as possibie by
Commander or Alt.
15. Have all cardholders received training on the _
Department's procurement processes? XK Yes | [INo |[JN/A | Remarks:
16. Are item(s) purchased with the Cal Card prohibited _
by departmental policy? [1Yes | XINo |[JN/A | Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

Command: Division: Chapter:

Arrowhead Area Inland 3
Inspected by: Date:
Lt. Sanders 01-06-2009

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under “Forward to:” enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if

additional space is required.

TYPE OF INSPECTION

[1 Division Level Command Level

[ Executive Office Level

[] Corrective Action Plan Included
] Appeal Included
] Attachments Included

Forward to:

Follow-up Required:

Inland Division

Date:

Commander’s Signature:

[ Yes X No
Due Date: 12/15/2008

01-08-2009

EQ\L %QMW

Chapletinspection: S(taE TIARDS = Evaieam Sl G s e B

Inspector's Comments Regarding Innovative Practices:

(none)

| Command Suggestions for Statewide Improvement:

(none)

| Inspector’s Findings:

#1: Are all employees associated with the use of the Cal-Card program completing the CHP 78S Conflict
of Interest Statement, Employee, form? Not previously. Corrective step taken 1-7-09.

Appeal Process: (Appeals shall be filed within five (5) business days of the completed chapter inspection).

Commander's Basis for Appeal:

I Appeal Review/Decision: (This shall be the only level of appeal).

Lead Inspector’ \Signa!ure: Date:
P L (“amciwa/ 1-g-0
Responding Commander’s Signature (for appeal): Date:

CHP 680A (Rev. 09-08) OP! 010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Command: Division: Number:
COMMAND INSPECTION PROGRAM | Arowhead Area Injand 1,865

valuated by: R
INSPECTION CHECKLIST Lt R. L. Sanders 01/06/2009
Chapter 3, Command Procurements Assisted by: Date:
X-Number Program OSl Phyllis Ross 01/06/2009

INSTRUCTIONS: Answer individual items with “Yes” or “No” answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the “Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the "Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION ' Lead Inspector's Signature:
[C] Division Level X Command Level
iAW) %a” A
[} Executive Office Level X Voluntary Self-Inspection KL
Follow-up Required: [ Follow-up Inspection C°mma"dem Daie:
[]Yes X No SR \ -l -0

For applicable policy, refer to: HPM 11.1, Chapter 23

1. Are multiple X Numbers awarded to the same vendor _
to circumvent the $4,999 contract limit? [JYes | XINo |[IN/A | Remarks:

2. Does all X Number file documentation contain the

STD. 204 Payee Data Record? MYes | [ONo | [INA Remarks: New vendors supplied only.

3. Do X Numbers requiring a contract (i.e., janitorial or _
landscaping) have prior approval from the Business [JYes | [INo |[XIN/A | Remarks:
Services Section commander?

4. Are X Number requests made prior to the date the _
services are performed? BKYes | [ONo |[JN/A Remarks:

5. Are X Numbers issued for a one-time use?

M Yes | [INo |[JN/A | Remadks:
6. Are prohibited services performed using an X _
Number? [ Yes No | []N/A | Remarks:

7. Are X Numbers used for the procurement of a _
service and not the purchase of a commodity? XYes | [ONo |[JN/A | Remarks:

8. Are X Numbers issued for telecommunications .
related services pre-approved by [TYes | [ONo |[XIN/A | Remarks:
Telecommunications Section?

9. Do X Numbers used for facilities related services _
(such as roof repair, electrical) costing over $1,000 K Yes | [INo | " N/A | Remarks: gLvmd 1L
have prior approval from Facilities Section?

10. Do X Numbers issued for lapsed contractual ]
agreements have prior approval by the appropriate [JYes | [INo |XIN/A | Remarks:
Assistant Commissioner?
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
X-Number Program

Page 20f2

11. Do all X Numbers awarded to a non-small business

Remarks: insufficient vendors

vendor contain three price quotations? COYes | KINo | LINA | 200 e or willing {o respond to area.
12. Do all X Numbers awarded to a small business ' )
vendor contain the small business certification from [dYes | XINo |[INA 'jse;‘jarfd\sgfef"ﬁ':e”rfi'f:‘f;iso‘r’]ef’;?ﬁ]’
the Department of General Services (DGS)? attached. '
13. Does the file documentation contain the STD. 21 o . . _
Drug Free workplace certification for X Number Yes | [INo | [JN/A | Remarks:ifacopyis received, yes.
vendors?
14. Do emergency service X Numbers document and _ )
justify the emergency? X Yes | [INo |LCINA :22?5”‘5' emergency plumbing water
15. Is the itemized invoice for each X Number service .
maintained in the command’s files? KYes | [INo |[INA Remarks:

All X numbers for 07/08 and 08/09 were reviewed and followed policy:

CHP 680E (Rev. 09-08) OPI 010




STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Command: Division: Chapter:
Arrowhead Area Inland 3
Inspected by: Date:

Lt. Sanders 01-06-2009

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under “Forward to:” enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if

additional space is required.

TYPE OF INSPECTION

[] Division Level Command Level

[] Executive Office Level

[] Corrective Action Plan Included
[] Appeal Included
] Attachments Included

Forward to:

Follow-up Required: Inland Division

[ Yes X1 No

Due Date: 12/15/2008

Chabpter Inspection: Chapter 3 Command Procurement Contracts-X-Numbers

Inspector's Comments Regarding Innovative Practices:

Commander's Signature: Date:

01-08-2009

(none)

| Command Suggestions for Statewide Improvement:

(none)

| Inspector’s Findings:

#11 Do all X Numbers awarded to a small business vendor contain three price quotations? No. When
other vendors refused to respond to area, their names/companies were not documented. Area will

correct in the future.

#12 Do all X Numbers awarded to a small business vendor contain the small business certification from
the Department of General Services (DGS)? No. Some small business certificates not attached to file.
Area will institute corrective measures for future services.

All purchases appear to be within policy.
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STATE OF CALIFORNIA

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Command: Division: Chapfer:
COMMAND INSPECTION PROGRAM

EXCEPTIONS DOCUMENT inspected by Date:
Page 2

| Commander’s Response: |

Area will document the names of businesses who refuse to bid or fail to provide a price quotation and
include them with the awarded bid.

Area will insure small business vendors used provide an appropriate certification and it will be copied
and maintained in area file prior to forwarding to HQ.

| Inspector's Comments: B

e uired Action

Corrective Action Plan/Timeline

These corrections will immediately be implemented.

Appeal Process: (Appeals shall be filed within five (5) business days of the completed chapter inspection).

Commander’s Basis for Appeal:

LAP peal Review/Decision: (This shall be the only level of appeal).

Lead Inspector's Signat ] Date:
£330 i | -%-0

Responding Commander's Signature (for appeal): Date:

CHP 680A (Rev. 09-08) OP1010




STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements

Page 10of4

Command: Division: Number: 865
Arrowhead Area Intand
Evaluated by: Date:
Lt. Sanders 1-6-2009
Assisted by: Date:
D. Biggs/P. Ross 01-06-2009

Contracts

INSTRUCTIONS: Answer individual items with “Yes” or “No” answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the “Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the “Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION
[ ] Division Level X Command Level

[] Executive Office Level Voluntary Self-Inspection

Lead Inspector's Signature:

— é AAM

Follow-up Required: L] Follow-up Inspection

[ ]Yes Xl No

Commander’s Signature:

[

% b\N’L‘A——v

Date:
1-8-09

For applicable policy, refer to: HPM 11.1, Chapter 22

1.

Is a CHP 78 Contract Request used to initiate all
service contracts which are repetitive, regardless of
the estimated dollar value?

[J Yes

I No

X N/A

Remarks

Is a CHP 78 Contract Request used for one-time
services exceeding $4,999.997

[] Yes

[ No

X N/A

Is the Office of Primary Interest (OPI) tracking
numbering beginning with the requesting command
three-digit location code used, followed by “CP” for
contract payable listed on the CHP 787

[] Yes

[J No

N/A

Remarks:

Is the performance of contract services manitored and
documented?

X Yes

[INo

LIN/A

Remarks Lawn, door, pest control,
gate, & snow removal

Are all copies of correspondence with the vendor
maintained?

X Yes

] No

CIN/A

Remarks: Bill dispute for fuel stand by
charge.

Are letters for contracts documented and maintained
which outline any problems related to substandard or
non-performance of the vendor?

] Yes

X No

CIN/A

Remarks No problem with services. :

Is the final product to be delivered described
specifically and in as much detail as possible in the
CHP 78?

X Yes

[} No

[1N/A

Remarks

Are all required levels of approval/signature obtained,
including the required documentation and approvals
for expedite and emergency contracts per HPM 11.1,
Chapter 22, before forwarding the CHP 78 or CHP
78A7

] Yes

[T No

X N/A

Remarks: None
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

Page 20f4

9.

Are requests for contract services less than six
months from the anticipated start date of the contract
pre-approved by Assistant Commissioner, Staff, for
expedited processing?

[1Yes

& No

L1 N/A

Remarks: Facilities handles.

10.

Is all work completed and accepted by the
Department before expiration of contract agreement?

X Yes

[1No

CIN/A

Remarks:

11.

Are contract services performed according to the
quality, quantity, objectives, timeframes, and in the
manner specified in the contract (e.g., review progress
reports and interim products)?

X Yes

[INo

CIN/A

Remarks:

12.

Are invoices for payment reviewed and approved to
substantiate expenditures for work performed and to
prevent penalties being assessed?

X Yes

[ No

LI N/A

Remarks:

13.

Are contract expenditures monitored to ensure there
are sufficient funds to pay for all services rendered as
required by contract?

Yes

I No

CIN/A

Remarks: Facilities contacted prior to
additional services provided.

14.

Does the requestor verify the contractor has fulfilled
all requirements of the contract before approving the
final invoice?

X Yes

I No

[ N/A

Remarks:

15.

Is the final invoice identified and approved, as
appropriate and forwarded to Fiscal Management
Section for payment?

X Yes

[INo

[ N/A

Remarks:

16.

Are all applicable form sections of the CHP 78
completed?

X Yes

[TNo

L1 N/A

Remarks:

17.

Do emergency contracts document and justify a
sudden, unexpected occurrence that poses a clear
and imminent danger, requiring immediate action to
mitigate the loss or impairment of life, health, property,
or essential public services?

] Yes

[ No

X N/A

Remarks:

18.

Are all employees associated with the management of
a contract completing the CHP 78S, Conflict of
Interest Statement, Employee, form?

[ Yes

[ No

N/A

Remarks: Facilities handles.

19.

Are problems concerning the contractor's
performance fully documented in writing and made a
part of the contract manager’s contract file?

[]Yes

[I No

X N/A

Remarks:.

20.

Are contract amendment request doflar amounts
increased more than 30%?

[1 Yes

[T No

X1 N/A

Remarks:
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21. s the length of the contract amendment request more
than one year?

[]Yes

] No

X N/A

Remarks:

22. Are amendments requested before the expiration of
the original contract?

[1Yes

] No

X1 N/A

Remarks:

23. Is a service contract on a CHP 78, Contract Request
initiated for any commercial meeting/conference room
rental which is expected to exceed $4,999.99 in fotal
cost?

[1Yes

[INo

N/A

Remarks:

24. Do conference room rental costs exceeding the $500
per day limit have pre-approval from Assistant
Commissioner, Staff?

[] Yes

[INo

X N/A

Remarks:

25. Are California Department of Justice (DOJ) and
Federal Bureau of Investigation (FBI) fingerprint
checks and driver license checks conducted for alt of
the following types of agreements:

(1) Avionics Maintenance and Repair
(2) Helicopter Maintenance and Repair
(3) Instructor Services (on-site)

(4) Janitorial Services

(6) Consulting Services

[1Yes

I No

X N/A

Remarks:

26. Is a driver license check conducted for, but not limited
to, all of the following types of agreements, if the
contractor and/or specifically assigned personnel are
scheduled to be on-site for more than 30 days:

(1) Alamm and Fire Alarm Monitoring

(2) Camera Maintenance and Repair

(3) Carpet Installation

(4) Diesel Generator Maintenance and Repair

(5) Dishwasher Maintenance and Repair

(6) Elevator Maintenance and Repair

(7) Fire Extinguisher Service

(8) Garage Door Maintenance and Repair

(9) Graphic Arts Equipment Maintenance and Repair
(10) Heating, Ventilation, and Air Conditioning Service
(11) Laundry/Linen Service

(12) Office Machine Maintenance and Repair

(13) Painting Services (interior of facility)

(14) Plumbing Services

(15) Scale Maintenance and Repair

(16) Steam Cleaning Services (Carpet, not scales)

(17) Telephone Services (cellular, satellite, and regular)
(18) Television Equipment Maintenance and Repair
(19) Uninterruptible Power Supply Maintenance and Repair

[1Yes

[1No

N/A

Remarks:

27. Are all driver license and fingerprint information
forwarded to Contract Services Unit (CSU), along with
the contract number for retention after Commander
review?

[ Yes

I No

X N/A

Remarks:
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INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts
28. Is CSU advised by the command to determine if .
adverse information discovered is grounds for [JYes | [JNo N/A | Remarks:
canceling the contract (i.e., adverse driver license
and/or criminal history information is received
regarding the contractor or the contractor’ s
personnel)?
29. Are all invoices, records, and relevant documentation _
maintained for three years after the final payment of XlYes | [INo |[JN/A | Remarks:
the contract?
30. Is a log sheet maintained for a diary of activities .
related to the contract? X Yes | [INo | []N/A | Remarks:Signinfout at front desk.
31. Is a computer file prepared for all contracts .
administered? [(OYes | [INo | X N/A | Remarks:
32. Is a spreadsheet prepared listing all expenditures? T
I:' YeS NO I:l N/A emarks: Facllities nandles.
33. Is the notification to the contractor documented for the Remarks: Contract Services Unit
start date for services to begin? Yes | [JNo | []JN/A | notifies contractor of start date. .
34. Is the contractor contacted to determine if all invoices .
have been received in order to oversee the [(OYes | XINo | []N/A | Remarks:
completion of the contract?
35. Do consultant services contracts of $1,000 or more _
contain detailed performance criteria and a schedule [Tyes | [ONo N/A || Remarks:
for performance? (SCM Vol. I, Ch. 3, Section 3.02.1)
36. Does the contract file contain the STD. 4 Contractor _
Evaluation form for consultant contracts? [Yes | [ONo |[XIN/A | Remarks:
(SCM Vol. |, Ch. 3, Section 3.02.5)
37. Does Contract work only begin after approval of the _
final contract? (SCM Vol. 1, Ch. 4, Section 4.09) KYes | [INo |[[JNA | Remaks:
38. Are the requirements for Government Code Section .
19130 (a) or (b) documented and justified for personal | []Yes | [] No N/A | Remarks:
service contracts? (GC 19130 & SCM Vol. |, Ch. 7,
Section 7.05)
39. Are any contract payments made prior to the final _ i )
approval and execution of the contract? (SCM Vol. |, [JYes | [XINo | []N/A | Remarks: Services are not authorized

Ch. 4, Section 4.09)

until a fully approved contract is
received.
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Command: Division: Chapter:

STATE OF CALIFORNIA

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL f\rrow!}z{a,d l:hrea Inland e 3
nspecl A 3
COMMAND INSPECTION PROGRAM st 01-06-2009

EXCEPTIONS DOCUMENT

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under “Forward to:” enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if

additional space is required.

TYPE OF INSPECTION [] Corrective Action Plan Included
[] Division Level [X] Command Level [ Appeal Included
[[] Executive Office Level [] Attachments Included
Forward to: Commander’s Signature: Date:

Follow-up Required: Inland Division

01-08-2009

D YeS NO = -
Due Date: 12/15/2008  [< k- éﬂ*ﬂc&&;\-—..

Chapter Inspection: Chapter 3 Command Procurement Contracts

Inspector's Comments Regarding Innovative Practices:

(none)

| Command Suggestions for Statewide Improvement:

(none)

| Inspector’s Findings: B

Area has not initiated any contracts. Facilities section has handled the contracts for Area. Area
monitors performance and maintains contact with Facilities section.

Appeal Process: Appeals shall be filed within five (5) business days of the completed chapter inspection).

Commander’s Basis for Appeal:

[ Appeal Review/Decision: (This shall be the only level of appeal).

Lead Inspector’'s Signatu Date:
K

. Napisdeee /- &-09

Responding Commander's Signature (for appeal): Date:

CHP 680A (Rev. 03-08) OPI 010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL . 5 S e
COMMAND INSPECTION PROGRAM | o772 inlang Division o
INSPECTION CHECKLIST Cucamonga
Chapter 3, Command Procurements Evaluated by: Date:
Cal-Card Program Lt. McDermott 12/04/08
Assisted by: Becky Guzman Date:12/04/08

INSTRUCTIONS: Answer individual items with “Yes” or “No” answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the "Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION Lead Inspector's Signature:
[] Division Level X] Command Level
[] Executive Office Level [J Voluntary Self-Inspection || MQ\H\(\(‘ @ _\_,;_Q_j\__j{ A% £ _,Q&
Follow-up Required: [I Follow-up Inspection Coww = Date:
[]Yes X No /2--0&
For applicable policy, refer to: HPM 11.2, Chapter 3 /
1. Are all employees associated with the use of the Cal-
Card program completing the CHP 78S, Conflict of X Yes | [ONo | [INA
Interest Statement, Employee, form?
2. Are STD. 21 Drug Free Workplace certifications .
maintained within the Cal Card command file for Yes | [OINo |[JN/A | Remarks:
each vendor utilized?
3. Are STD. 204 Payee Data Record forms maintained _
in the Cal Card command file for each vendor Yes | [ONo | CIN/A | Remarks:
utilized?
4. Are California Integrated Waste Management Board _
Form 74 documents maintained for each vendor X Yes | [ONo | [JN/A | Remarks:
utilized?
5. |f the vendor is a small business or DVBE is utilized, _ ited with
is the certification letter from the Department of M Yes | [ONo | [INA E:F’)T:\;'f;kpif%isv‘f;’;‘r'lne L
General Services maintained in the file? '
6. When fair and reasonable is utilized, is the fair and '
reasonable method documented and properly Yes | [JNo |[JN/A | Remarks:
justified?
7. Are purchases split into multiple transactions in order _ . .
to circumvent transaction purchase limits? [JYes | XNo | [CINA g;lf‘e?gsbp”mhase limits are strictly
8. Does the CHP 317 Cal Card Log fully describe the _
purchase? X Yes | [ONo |[JN/A | Remarks:
9. Are bank statements reconciled with the CHP 317 _
Cal Card Log and the receipts/invoices? X Yes | [ONo |[IN/A | Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL
COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Cal-Card Program
10. Is the CHP 317 Cal Card Log properly authorized
and maintained? Kl Yes | [INo |[JN/A | Remarks:
11. Are credit invoices/receipts for returned items Remarks: Y Stsubritie i
H H 5 Y4 emarks. Yes, ana submitte en
maintained with the bank statement? Yes | [JNo | [INA appoared on bank statement
12. Do non-itemized purchase receipts/invoices .
document the purchase by listing the commodity, X Yes | [INo |[JN/A | Remarks:
quantity, and unit price of the item(s) purchased on
the bank statement.
13. Are Cal Cards maintained in a secure area? Remarks: Located in a locked stron
emarks: Located in a IoCke rong
X Yes I:l No D N/A box, locked cabinet in a locked room.
14. Are Cal Card purchases pre-approved by the -
commander? Yes [JNo | [JN/A | Remarks: An :
15. Have all cardholders received trajning on the . o
Department's procurement processes? XYes | [ONo |[JNA 5321:’:;; faliEd 5 PiYiStonand
16. Are item(s) purchased with the Cal Card prohibited Remarks: Hard copy of prohibited
i a .
by departmental policy? D Yes lz No D N/A items kept handy for easy referral.
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Command: Division: Chapter: 3, Command

Rancho Cucamonga Inland Procurements Cal-Card
Program

Inspected by: Date:

Lt. McDermott 12/04/2008

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under “Forward to:” enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if

additional space is required.

TYPE OF INSPECTION

[] Division Level [X] Command Level

[J Executive Office Level

[] Corrective Action Plan Included
] Appeal included
[] Attachments Included

Forward to:

Follow-up Required:

[ Yes X No Due Date:

Commander’s Signature:

Chapter Inspection:

Inspector's Comments Regarding Innovative Practices:

None

| Command Suggestions for Statewide Improvement:

None

| Inspector’s Findings:

Within policy, no deficiencies.

CHP 680A (Rev. 09-08) OP1010
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STATE OF CALIFORNIA

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Command: Division: Chapter: 3, Command

COMMAND INSPECTION PROGRAM Rancho Cucamonga | Inland Efocurements Cal-Card
rogram

EXCEPTIONS DOCUMENT Inspected by: Date:

Page 3 Lt. McDermott 12/04/2008

Appeal Process: (Appeals shall be filed within five (5) business days of the completed chapter inspection).

Commander’s Basis for Appeal:

N/A

| Appeal Review/Decision: (This shall be the only level of appeal). J

o " fepr

Responding Commander's Signature (for appeal). Date:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST

Chapter 3, Command Procurements

X-Number Program

Qotyy dnd do CHIH Ahele

s/ vk

Page 1of2
Command: Division: Number:
Rancho Inland Division
Cucamonga
Evaluated by: Date:
Lt. McDermott 12/01/08
Assisted by: Becky Guzman, OSS Date: 12/01/08

INSTRUCTIONS: Answer individual items with “Yes" or “No” answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the “Remarks" section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the “Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

Lead Inspector's Signature:

[] Division Level X] Command Level
[] Executive Office Level [ Voluntary Self-Inspection ._ [})ﬁ ']*{\(\C _ m _/\\_1 | p/\t (5 i{\ e
Follow-up Required: L] Follow-up Inspection Cws" ure: DS
[]Yes No Cq;&“‘/ /- Dv&
V4

For applicable policy, refer to: HPM 11.1, Chapter 23

1. Are multiple X Numbers awarded to the same vendor .
to circumvent the $4,999 contract limit? [JYes | No |[CIN/A | Remarks:

2. Does all X Number file documentation contain the Remarks:

STD. 204 Payee Data Record? Yes | [JNo | [JN/A | Remarks:

3. Do X Numbers requiring a contract (i.e., janitorial or _ ) o
landscaping) have prior approval from the Business [JYes | [INo | XIN/A gsmf'n’zza.’“e"er done llke that in this
Services Section commander?

4. Are X Number requests made prior to the date the Remarks: Use email from Division
services are performed? M Yes | [INo | [CINA DSS a8 broof and attachment

5. Are X Numbers issued for a one-time use? '

@ Yes D No El N/A Remarks:

6. Are prohibited services performed using an X _
Number? [JYes | XINo |[ONA IRBmariS:

7. Are X Numbers used for the procurement of a e |
service and not the purchase of a commodity? K Yes | CINo | [IN/A Remarks: Services only.

8. Are X Numbers issued for telecommunications " =
related services pre-approved by X Yes | [ONo | [IN/A [ Remarks:
Telecommunications Section?

9. Do X Numbers used for facilities related services =
(such as roof repair, electrical) costing over $1,000 Yes | [INo |[JN/A | Remarks:
have prior approval from Facilities Section?

10. Do X Numbers issued for lapsed contractual _
agreements have prior approval by the appropriate [JYes | [INo |[XIN/A | Remarks:

Assistant Commissioner?
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
X-Number Program

Page 20f2

11. Do all X Numbers awarded to a non-small business

f . : Remarks: Unless itis sole source
vendor contain three price quotations? KlYes | [INo | LIN/A | o en that is noted on
paperwork to Division.
12. Do all X Numbers awarded to a small business _ )
vendor contain the small business certification from KYes | [ONo | [INA Ele/mg;kféé“bm'ﬁed and kept on file
the Department of General Services (DGS)? '
13. Does the file documentation contain the STD. 21 )
Drug Free workplace certification for X Number X VYes | [INo |[JN/A | Remarks:
vendors?
14. Do emergency service X Numbers document and Remarks: If facilties related. then
N . em : f
JUStlfy the emergency? lz Yes D No I:I N/A approval from Hdqts Facility unit is on
file.
15. Is the itemized invoice for each X Number service '
maintained in the command’s files? Yes | [INo | [JN/A | Remarks:

CHP 680E (Rev. 09-08) OPI 010




STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Command: Division: Chapter: 3, Command

Rancho Cucamonga Inland Procurements X-
Number Program

Inspected by: Date:

Lt. McDermott 12/01/2008

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under “Forward to.” enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if

additional space is required.

TYPE OF INSPECTION
[] Division Level [X] Command Level

[] Executive Office Level

[ Corrective Action Plan Included
[ Appeal Included
[J Attachments Included

Follow-up Required: Forward to:

[1Yes X No

Due Date:

Commander's Signature:

Chapter Inspection: : : :

Inspector's Comments Regarding Innovative Practices:

None

| Command Suggestions for Statewide Improvement:

None

[ Inspector’s Findings:

Within policy, no deficiencies.

CHP 680A (Rev, 09-08) OP| 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

EXCEPTIONS DOCUMENT
Page 3

Command:
Rancho Cucamonga

Division:
Inland

Chapter: 3, Command
Procurements X-
Number Program

Inspected by:
Lt. McDermott

Date:
12/01/2008

Appeal Process: (Appeals shall be filed within five (5) business days of the completed chapter inspection).

Commander's Basis for Appeal:

N/A

[ Appeal Review/Decision: (This shall be the only level of appeal).

Lead {nspector’s Signature: . Date: /
on .
£ P o S —— o loq
Responding Commander's Signature (for appeal): Date: A

CHP 680A (Rev. 09-08) OP| 010




Caly St do ChitF Wsels

i
) 2977
Page 10f4
STATE OF CALIFORNIA —
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL oy ] g BUmEEE
ancnho Cucamonga nian
COMMAND INSPECTION PROGRAM  feiaitaedty Date:
INSPECTION CHECKLIST Lt Mark Roe, #3912 December 1. 2008
Assisted by: Date:
Chapter 3, Command Procurements Sgt. Tom Graham, #13293 December 1, 2008
Contracts

INSTRUCTIONS: Answer individual items with “Yes” or “No” answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the “Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the "Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION Lead Inspectgr's Sigpature:
[] Division Level X Command Level
[] Executive Office Level [] Voluntary Self-Inspection
Follow-up Required: L] Follow-up Inspection CW Sigmpture: Date:
[ ]Yes X No /a.-ad-0%

For applicable policy, refer to: HPM 11.1, Chapter 22

J

1. Is a CHP 78 Contract Request used to initiate all

service contracts which are repetitive, regardiess of | X Yes | [JNo | [JN/A IREHASE:
the estimated dollar value?

2. Is a CHP 78 Contract Request used for one-time _
services exceeding $4,999.997 X Yes | [INo |[JN/A | Remarks:

3. |s the Office of Primary Interest (OPI) tracking _ . . .
numbering beginning with the requesting command []Yes No | [JN/A f%";ﬁt”r‘:ét gtej?:/?ce:: Sr?ﬁvé%erﬁp?:}?s'"”
three-digit location code used, followed by “CP” for the OP! Tracking Numbers
contract payable listed on the CHP 787

4. s the performance of contract services monitored _
and documented? X Yes | [JNo |[JN/A | Remarks:

5. Are all copies of correspondence with the vendor _ o
maintained? g Yes D No D N/A g:;g:;l;st.. In file by the Administrative

6. Are letters for contracts documented and maintained TN ’ Baf
which outline any problems related to substandard or | [XI Yes | [JNo |[N/A k:&’f‘n o fon;rfﬁ'igﬂdiﬂce 0g s
non-performance of the vendor?

7. s the final product to be delivered described _
specifically and in as much detail as possible in the Yes | [ONo |[JN/A | Remarks:

CHP 787

8. Are all required levels of approval/signature obtained, _

including the required documentation and approvals Yes | [JNo | [JN/A | Remarks:

for expedite and emergency contracts per HPM 11.1,
Chapter 22, before forwarding the CHP 78 or CHP
78A7
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

Page 20f4

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts
9. Are requests for contract services less than six '
months from the anticipated start date of the contract | []Yes | XINo | [NA ﬁzngfarﬁsaa?e°""a°ts are started after
pre-approved by Assistant Commissioner, Staff, for '
expedited processing?
10. Is all work completed and accepted by the .
Department before expiration of contract agreement? | X]Yes | [ONo | [CJN/A IREMAS
11. Are contract services performed according to the .
quality, quantity, objectives, timeframes, and in the ) Yes | [INo |[JN/A | Remarks:
manner specified in the contract (e.g., review
progress reports and interim products)?
12. Are invoices for payment reviewed and approved to .
substantiate expenditures for work performedandto | X Yes | [ No | CIN/A Remarks:
prevent penalties being assessed?
13. Are contract expenditures monitored to ensure there . ) )
are sufficient funds to pay for all services rendered X Yes | [ONo |[INA femarks' A running balance is kept
i or contracts.
as required by contract?
14. Does the requestor verify the contractor has fulfilled . )
all requirements of the contract before approvingthe | [X] Yes | [INo | [IN/A E:”E:ihigfaﬁie\/’;d'sr‘gr;’gatr:‘tevf;’lpga"t
final invoice? with the vendor to ensure job
completion.
15. Is the final invoice identified and approved, as .
appropriate and forwarded to Fiscal Management X VYes | [ONo |[JN/A | Remarks:
Section for payment?
16. Are all applicable form sections of the CHP 78 T — eted with
emarks: They are completed wi
completed? IXI Yes D No D N/A assistance of Business Services
Section — Contract Service Unit.
17. Do emergency contracts document and justify a '
sudden, unexpected occurrence that poses a clear Yes | [INo |[JN/A | Remarks:
and imminent danger, requiring immediate action to
mitigate the loss or impairment of life, health,
property, or essential public services?
18. Are all employees associated with the management .
of a contract completing the CHP 78S, Conflict of X Yes | [ONo |[JN/A | Remarks:
Interest Statement, Employee, form?
19. Are problems concerning the contractor's .
performance fully documented in writing and made a | ] Yes | [INo | LI N/A Eﬁg‘nagkesée'sts";‘r’;"d beidocumepisd
part of the contract manager's contract file? '
20. Are contract amendment request dollar amounts _
increased more than 30%7? [JYes | XINo | [JN/A | Remarks: Norequests have been

made.
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STATE OF CALIFCRNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

Page 3 of4

21. Is the length of the contract amendment request

Remarks: Contracts are usually done

more than one year? K Yes | [ONo | [INA for two years
22. Are amendments requested before the expiration of Remarks: If - .
el emarks. we are going to continue
the original contract? XlYes | [ONo |[INA L LR
23. Is a service contract on a CHP 78, Contract Request Remarks: Conf et
L H H emarks. gnrerence room rental a
initiated for any commermal meeting/conference _ [] Yes [INo | XIN/A this Area has not been done.
room rental which is expected to exceed $4,999.99 in
total cost?
24. Do conference room rental costs exceeding the $500 Remarks: Conf a1 ot
i 3 H emarks: Conrerence room rental a
Eir nfr?\)i,s!?;ﬁgfvset :ﬁrg-approval from Assistant [OJYes | [(INo |XINA e oo o fbe n done:
25. Are California Department of Justice (DOJ) and )
Federal Bureau of Investigation (FBI) fingerprint [JYes | [ONo |[XIN/A | Remarks:
checks and driver license checks conducted for all of
the following types of agreements:
(1) Avionics Maintenance and Repair
(2) Helicopter Maintenance and Repair
(3) Instructor Services (on-site)
(4) Janitorial Services
(5) Consulting Services
26. Is a driver license check conducted for, but not _
limited to, all of the following types of agreements, if Yes | [INo | [IN/A | Remarks:

the contractor and/or specifically assigned personnel
are scheduled to be on-site for more than 30 days:

(1) Alarm and Fire Alarm Monitoring

(2) Camera Maintenance and Repair

(3) Carpet Installation

(4) Diesel Generator Maintenance and Repair

(5) Dishwasher Maintenance and Repair

(6) Elevator Maintenance and Repair

(7) Fire Extinguisher Service

(8) Garage Door Maintenance and Repair

(9) Graphic Arts Equipment Maintenance and Repair
(10) Heating, Ventilation, and Air Conditioning Service
(11) Laundry/Linen Service

(12) Office Machine Maintenance and Repair

(13) Painting Services (interior of facility)

(14) Plumbing Services

(15) Scale Maintenance and Repair

(16) Steam Cleaning Services (Carpet, not scales)
(17) Telephone Services (cellular, satellite, and regular)
(18) Television Equipment Maintenance and Repair

(19)Uninterruptible Power Supply Maintenance and Repair
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL
COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

27. Are all driver license and fingerprint information _
forwarded to Contract Services Unit (CSU), along XvYes | (ONo | [IN/A | Remarks:
with the contract number for retention after
Commander review?

28. Is CSU advised by the command to determine if _
adverse information discovered is grounds for X Yes | [JNo | [IN/A | Remarks:
canceling the contract (i.e., adverse driver license
and/or criminal history information is received
regarding the contractor or the contractor' s
personnel)?

29. Are all invoices, records, and relevant documentation .
mziz{t}ari?;itt?r three years after the final paymentof | X Yes | [INo | [ N/A rRef;‘i":srk:c"pE‘:o?g;fﬁ] \',Vc')?geasger

30. Is a log sheet maintained for a diary of activities Barriaeahe froridediedier

NC emarks:
related to the contract? Yes | [INo |[1IN/A retains & sign in sheet for the
contractors.

31. Is a computer file prepared for all contracts . o i
administered? D Yes ‘E No D N/A Remarks: Kept in individual files.

32. Is a spreadsheet prepared listing all expenditures? . o

Yes |:| No D N/A Remarks: Kept in individual files.

33. Is the notification to the contractor documented for '
the start date for services to begin? X Yes | [ONo | []N/A | Remarks:

34. |Is the contractor contacted to determine if all invoices . - o
have been received in order to oversee the Yes | [INo |[[JNA ﬁsg;;ks' Only if there is a missing
completion of the contract? '

35. Do consultant services contracts of $1,000 or more 5 Remarks: The only consulting
contain detailed performance criteria and a schedule | [JYes | [ No N/A | Semarks. & eted hiofah
for performance? (SCM Vol. |, Ch. 3, Section 3.02.1) Faciitioe Saction. for mold in the

walls.

36. Does the contract file contain the STD. 4 Contractor - Remarks: The only consulting
Evaluation form for consultant contracts? OYes | [ONo | XIN/A by

. services were contracted through
(SCM Vol. |, Ch. 3, Section 3.02.5) Facilities Section, for mold in the
walls.

37. Does Contract work only begin after approval of the .
final contract? (SCM Vol. 1, Ch. 4, Section 4.09) X Yes | [INo | []N/A | Remarks:

38. Are the requirements for Government Code Section ] Eoomance: Thissommans doesmal
19130 (a) or (b) documented and justified for [JYes | [INo N/A | R® it .
personal service contracts? (GC 19130 & SCM Vol. |, ERISELES SRR 2
Ch. 7, Section 7.05)

39. Are any contract payments made prior to the final _
approval and execution of the contract? (SCM Vol. 1, | [JYes | XINo | [J N/A | Remarks:

Ch. 4, Section 4.09)
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STATE OF CALIFORNIA
DEFPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Command: Division: Chapter: 3, Command

Rancho Cucamonga Inland Procurements
Contracts

Inspected by: Date:

Lt. Roe 12/01/2008

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under “Forward to:” enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if

additional space is required.

TYPE OF INSPECTION

[] Division Level [X] Command Level

[[] Executive Office Level

] Corrective Action Plan Included
] Appeal Included
[] Attachments Included

Follow-up Required: Forward to:

[ Yes X No

Due Date:

Chapter Inspection:

Inspector's Comments Regarding Innovative Practices:

Commander’'s Signature:

None

| Command Suggestions for Statewide Improvement:

None

[ Inspector’s Findings:

Within policy, no deficiencies.
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STATE OF CALIFORNIA

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Torard. Bivision: Chapter: 3, Command

COMMAND INSPECTION PROGRAM Rancho Cucamonga | Inland grocture;nents
ontracts

EXCEPT'ONS DOCUMENT Inspected by: Date:

Page 3 Lt. Roe 12/01/2008

neal Process: (Appeals shall be filed within five (5) business days of the completed chapter inspection).

Commander's Basis for Appeal:

N/A

[ Appeal Review/Decision: (This shall be the only level of appeal).

z 'sg‘natur ./' f}// Date: .
“TH L g

Responding Commander's Signature (for appeal): Date:
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STATE OF CALIFORNIA . Command: Division: Number:
DEPARTMENT OF CALIFORNIA HIGHWAY PATRO Rancho inigis CIFSon
COMMAND INSPECTION PROGRAM ECucamonga
INSPECTION CHECKLIST BEC Beies
Lt. McDermott 12/01/08

Chapter 3, Command Procurements Assisted by: Becky Guzman, 0SS 12/01/08

Purchases

INSTRUCTIONS: Answer individual items with “Yes" or "No" answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the “Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

[] Division Level X] Command Level

k\ —
[] Executive Office Level [] Voluntary Self-Inspection _/%)t\_xm N@* .. x}\
11 S [ A

Lead Inspector's Signature:

R

—_—

Follow-up Required:
[]Yes X No [] Follow-up Inspection

Cw Signature:

Date:

/220

For applicable policy, refer to: HPM 11.2, Chapter 7

/4

1. Are participants in the procurement process at the
command level familiar with the related policies and
procedures for purchasing?

X Yes

[T No

LIN/A

Remarks: Trained by Inland Division

staff.

2. Have Approvers/reviewers of purchases received
procurement training?

X Yes

I No

LIN/A

Remarks: Commander recently

received training.

3. Are prohibited items procured on CHP 43, Purchases
Requisitions?

Supplies for personally — owned equipment
Commodities for personal use

Confirming order

Purchases via the internet

[] Yes

B No

CIN/A

Remarks:

4. Are separate CHP 43s, Purchase Requisitions,
prepared for commodity items obtainable from
different suppliers or from different statewide
commodity contracts?

X Yes

[] No

LIN/A

Remarks: One CHP 43 per vendor.

5. s all required information entered on the CHP 43,
Purchase Requisition?

K Yes

[INo

CIN/A

Remarks:

6. Arethe CHP 43, Purchase Requisitions, numbered
consecutively, starting anew at the beginning of each
fiscal year (July 1)?

Yes

[J No

[IN/A

Remarks:

7. Are expedited requests for the purchase of goods
forwarded to the Assistant Commissioner, Staff, for

approval?

X Yes

[] No

LI N/A

Remarks: Sent to Inland Division

AGPA first.
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases

Page 20f3

8.

Do specialized items purchased contain the
appropriate Division, and/or OPI approvals?

Yes

L1 N/A

Remarks:

Are the CHP 43, Purchase Requisitions,
competitively bid?

K Yes

[CJ No

LIN/A

Remarks:

10.

Does the CHP 315, Price Comparison Worksheet,
document at least two price quotations?

K Yes

[J No

LI N/A

Remarks:

11.

Are Limited Competitive Bidding purchase requests
that limit or restrict the purchase to one specific
brand or model justified and in compliance with SAM
35557

X Yes

[] No

CIN/A

Remarks:

Still try to get 3 bids.

12.

Are Limited Competitive Bidding purchase requests
for items that interface with existing departmental
equipment in compliance with SAM 3555.37

[] Yes

J No

XI N/A

Remarks:

13.

Do Non-Competitive Bid (NCB) purchase requests
contain the NCB justification and NCB Corrective
Action Plan documents?

[] Yes

[] No

X] N/A

Remarks:

14.

Are items checked immediately for content and
damage when delivered?

X Yes

] No

CIN/A

Remarks:

15.

Is the “received copy” of the purchase order
approved, dated, and forwarded to the Fiscal
Management Section (FMS), Account Payable Unit,
within three business days of receipt, if all items are
accepted?

X Yes

] No

ON/A

Remarks
AGPA

. Also sent to Division

16.

Are freight and/or packing slips attached to the
received copy of the purchase order and sent to
FMS?

Yes

[] No

CIN/A

Remarks:

17.

Is FMS provided a photocopy of the purchase order
and any approved freight or packing slips as
acknowledgement that a portion of the order has
been received?

K Yes

] No

CIN/A

Remarks:

18.

Is the original “received copy” retained by the
command for completion and forwarding to the FMS
when the complete shipment is received?

K Yes

[ No

LIN/A

Remarks
AGPA

. Also sent to Division

19.

Are Damaged items delivered by common carrier
acknowledged on the freight bill by the carrier's driver
before being accepted?

Yes

[J No

1 N/A

Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases

Page 30f3

20. Is Purchasing Services Unit (PSU) notified
immediately by telephone, followed in writing either
by a memorandum or e-mail, requesting cancellation
of the requisition or deletion of an item, if it is
determined that a commodity requested on a CHP 43
is no longer needed and a purchase order has not
yet been prepared?

X Yes

[ No

CIN/A

Remarks:

21. Are open purchase orders periodically reviewed and
investigated to ensure the orders are not opened for
an unreasonable length of time. (SAM 8422.0)

Yes

[ No

C1N/A

Remarks: Follow up phone calls to
the vendors.

22. Are copies of the purchase requisitions and purchase
orders maintained for three years after payment?
(SCM Vol. ll, Ch. 11, Topic 4)

X Yes

[T No

CIN/A

Remarks:

23. Are decisions documented to create a paper trail
documenting the basis of the decisions made for the
purchase? (SCM Vol Il Ch. 2, Topic 11)

X Yes

L1 N/A

Remarks:

24. Are purchase orders split to evade competitive
bidding requirements or to circumvent the
Department's delegated purchase authority limits?
(Public Contracts Code Section 10329)

[ Yes

P No

1 N/A

Remarks: Not done in this
Command.

CHP 680C {Rev. 09-08) OP1 010




STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Command: Division: Chapter: 3, Command
Rancho Cucamonga Inland Emct;remems
urc
Inspected by: Date:
Lt. McDermott 12/01/2008

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under “Forward to:” enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if

additional space is required.

TYPE OF INSPECTION

[] Division Level [X] Command Level

[[] Executive Office Level

[] Corrective Action Plan Included
1 Appeal Included
] Attachments Included

Follow-up Required: Fleliaie o
NC
Lves No Due Date:

Chapter Inspection:

Commander’s Signature:

DA,

Inspector's Comments Regarding Innovative Practices:

None

| Command Suggestions for Statewide Improvement:

None

| Inspector's Findings:

Within policy, no deficiencies.
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

EXCEPTIONS DOCUMENT
Page 3

Command: Division: Chapter: 3, Command

Rancho Cucamonga | Inland Procurements
Purchases

Inspected by: Date:

Lt. McDermott 12/01/2008

Appeal Process: (Appeals shall be filed within five (5) business days of the completed chapter inspection).

Commander’s Basis for Appeal:

N/A

| Appeal Review/Decision: (This shall be the only level of appeal).

Lead Inspector's Signature: Date:

[ hl ) i
P)WN\QDK '3})(\(\/&@@%'““”” ! /@/OC
Responding Commander’s Signature (for appeal): Date: { !

CHP 680A (Rev. 09-08) OPI 010




Page 10f2
STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Command: Division: Number:
COMMAND INSPECTION PROGRAM Riverside Inland (301)
INSPECTION CHECKLIST EXgluated by Date:
Chapter 3, Command Procurements /igiz'te‘; 'bf' Wood, #11577 gazti :1 5/2008
X-Number Program 0SS1 Maria Sandoval 12/15/2008

INSTRUCTIONS: Answer individual items with “Yes” or “No" answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the “Follow-up Inspection” box shall be marked and only deficient items need to be re-inspecled.

TYPE OF INSPECTION

[] Division Level Command Level

[] Executive Office Level [] Voluntary Self-Inspection

Lead Inspector's Signature:

22 /il

Follow-up Required: | [J Follow-up Inspection

Commander's Signature:

Date:

/—fA‘/Ac?

[ lYes X No T T ey,
/7
For applicable policy, refer to: HPM 11.1, Chapter 23

1. Are multiple X Numbers awarded to the same vendor '
to circumvent the $4,999 contract limit? [1vYes No | CJN/A | Remarks:

2. Does all X Number file documentation contain the _
STD. 204 Payee Data Record? [IYes | XINo |[JN/A | Remarks:

3. Do X Numbers requiring a contract (i.e., janitorial or s
landscaping) have prior approval from the Business X Yes | [INo |[JN/A | Remarks:
Services Section commander?

4. Are X Number requests made prior to the date the _
services are performed? X Yes | [INo | [JN/A | Remarks:

5. Are X Numbers issued for a one-time use? .

IE Yes D No D N/A Remarks:

6. Are prohibited services performed using an X _
Number? [JvYes | XINo |[IN/A | Remarks:

7. Are X Numbers used for the procurement of a '
service and not the purchase of a commodity? X Yes | [INo |[JN/A | Remarks:

8. Are X Numbers issued for telecommunications _
related services pre-approved by CdYes | [INo N/A | Remarks:
Telecommunications Section?

9. Do X Numbers used for facilities related services _
(such as roof repair, electrical) costing over $1,000 XlYes | [JNo |[JN/A | Remarks:
have prior approval from Facilities Section?

10. Do X Numbers issued for lapsed contractual _
agreements have prior approval by the appropriate Yes | [ONo |[JN/A | Remarks:
Assistant Commissioner?
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL
COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
X-Number Program

11. Do all X Numbers awarded to a non-small business '
vendor contain three price quotations? Yes | [INo |[JN/A | Remarks:

12. Do all X Numbers awarded to a small business _
vendor contain the small business certification from [JYes | XINo |[JN/A | Remarks:
the Department of General Services (DGS)?

13. Does the file documentation contain the STD. 21 .
Drug Free workplace certification for X Number ClYes | XINo | [JN/A | Remarks:
vendors?

14. Do emergency service X Numbers document and _
justify the emergency? X Yes | [INo |[IN/A | Remarks:

15. Is the itemized invoice for each X Number service R .
maintained in the command’s files? X Yes | [INo |[JN/A | Remarss.
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STATE OF CALIFORNIA Command: Division: Chapter:
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Riverside Inland 3
COMMAND INSPECTION PROGRAM Inspected by: Date:
EXCEPTIONS DOCUMENT Sgt. J. R. Wood, #11577 12/15/2008

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under "Forward to:” enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if
additional space is required.

TYPE OF INSPECTION X] Corrective Action Plan Included
[] Division Level Command Level [] Appeal Included
(] Executive Office Level [] Attachments Included

Date:

Forward to: a Commander’s Signature:

Follow-up Required:

L 1Yes X No

Due Date:

Chapter Inspection:

Inspector's Comments Regarding Innovative Practices:
N/A

[ Command Suggestions for Statewide Improvement:
N/A

| Inspector’s Findings:

1. The X-Number file does not contain current STD 204 (Payee Data Records).
2. The X-Number file does not contain current STD 21 (Drug Free workplace certifications)
3. The X-Number file does not contain the small business certification from DGS.
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM Command: Divsion Chapier
EXCEPTIONS DOCUMENT ﬁ;ge‘i{e j“ffj o
Page 2 Sgt. J. R. Wood, #1 1577 B 12/15/2008

| Commander's Response: ] |
The Area Commander, T.M. McCreary, #11882, will continue to be diligent in ensuring the mandates set
forth in Departmental policy regarding management and accountability of the X Number Program are

followed.

| Inspector's Comments:

Required Action

Corrective Action Plan/Timeline

1. STD 21, STD 204, and small business certification letter discrepancies.

Although the Area had several expired STD 21 & STD 204's on file there were none that were
current. There were no small business certification letters on file. To correct these problems a
suspense file has been made for these forms, which will prompt the clerical staff to obtain a new form
at the time of expiration (3 years). With all new services (X-Number request) the X-Number
coordinator will ensure these forms are completed and placed into the suspense file.
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Lead/nspe’o s Signature: Date: =
% L e /2 (&%
Date:

Re(po’dlng Commander’s Signature (for appeal):
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STATE OF CALIFORNIA

Command: Division: Number:
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Riverside Inland 3

Evaluated by: Date:
%g%“g%ggéﬂggfgg-:-ON PROGRAM Sg't. J. R. Wood, #11577 12/15/08
Chapter 3, Command Procurements Assisted by: Date:

Page 10of3

Purchases

INSTRUGTIONS: Answer individual items with “Yes" or “No” answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up

Inspection, the “Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

[] Division Level Command Level
[] Executive Office Level ] Voluntary Self-Inspection

Lead Inspector's Signature:

oind

Follow-up Required:

[ ]Yes X No ] Follow-up Inspection

Commander's Signature:

N 7 S amad w\_\?

Date:

oo

For applicable policy, refer to: HPM 11.2, Chapter 7

e

1.

Are participants in the procurement process at the
command level familiar with the related policies and
procedures for purchasing?

MK Yes | [ONo |[INA

Remarks:

Have Approvers/reviewers of purchases received
procurement training?

X Yes | [(ONo | CIN/A

Remarks:’

Are prohibited items procured on CHP 43, Purchases
Requisitions?

Supplies for personally — owned equipment
Commodities for personal use

Confirming order

Purchases via the internet

[JvYes | XINo |OINA

Remarks:

Are separate CHP 43s, Purchase Requisitions,
prepared for commodity items obtainable from
different suppliers or from different statewide
commodity contracts?

K Yes | [INo | [INA

Remarks:

Is all required information entered on the CHP 43,
Purchase Requisition?

X Yes | [INo | [INA

Remarks:

Are the CHP 43, Purchase Requisitions, numbered
consecutively, starting anew at the beginning of each
fiscal year (July 1)?

X Yes | [INo |[INA

Remarks:

Are expedited requests for the purchase of goods
forwarded to the Assistant Commissioner, Staff, for
approval?

[Ives | (ONo | KINA

Remarks:No expedited requests are
in log
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL
COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases

8. Do specialized items purchased contain the
appropriate Division, and/or OPI approvals? X Yes | [JNo |[JN/a | Remarks:

9. Are the CHP 43, Purchase Requisitions,
competitively bid? [ Yes | CINo |[JN/A | Remarks

10. Does the CHP 315, Price Comparison Worksheet, .
document at least two price quotations? X VYes | [INo |[JN/A | Remarks:

11. Are Limited Competitive Bidding purchase requests ' L
that limit or restrict the purchase to one specific [(OYes | [ONo | XIN/A E(?r?aerl(i;;/grl‘)?c;zira1rgepr:1c:c“r?;lstzdrequest
brand or model justified and in compliance with SAM s ﬁﬁe
35557

12. Are Limited Competitive Bidding purchase requests R i —
for items that interface with existing departmental [JYes | [ONo | XIN/A | Remarks: There are no imie
equipment in compliance with SAM 3555.37 §ﬁ”§,"e‘?""ve bidding purchase request

13. Do Non-Competitive Bid (NCB) purchase requests Remarks: There are no non

X L : ) emarks: .
contain the NCB justification and NCB Corrective ClYes | [ONo | XIN/A competitive bid purchase request on
Action Plan documents? file.

14. Are items checked immediately for content and .
damage when delivered? X Yes | [JNo |[JN/A | Remarks:

15. s the "received copy” of the purchase order .
approved, dated, and forwarded to the Fiscal X Yes | [INo |[JN/A | Remarks:

Management Section (FMS), Account Payable Unit,
within three business days of receipt, if all items are
accepted?

16. Are freight and/or packing slips attached to the .
received copy of the purchase order and sent to X Yes | [INo |[JN/A | Remarks:
FMS?

17. Is FMS provided a photocopy of the purchase order _
and any approved freight or packing slips as Xl Yes | [ONo |[JN/A | Remarks:
acknowledgement that a portion of the order has
been received?

18. Is the original "received copy” retained by the .
command for completion and forwarding to the FMS Yes | [ONo | [JN/A | Remarks:
when the complete shipment is received?

19. Are Damaged items delivered by common carrier '
acknowledged on the freight bill by the carrier's driver | [] Yes | [JNo | XIN/A Remarks:

before being accepted?
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST

Chapter 3, Command Procurements

Purchases

Page 30of3

20. Is Purchasing Services Unit (PSU) notified
immediately by telephone, followed in writing either
by a memorandum or e-mail, requesting cancellation
of the requisition or deletion of an item, if it is
determined that a commodity requested on a CHP 43
is no longer needed and a purchase order has not
yet been prepared?

[]vyes

1 No

XI N/A

Remarks

21. Are open purchase orders periodically reviewed and
investigated to ensure the orders are not opened for
an unreasonable length of time. (SAM 8422.0)

X Yes

1 No

[IN/A

Remarks:

22. Are copies of the purchase requisitions and purchase
orders maintained for three years after payment?
(SCM Vol. ll, Ch. 11, Topic 4)

X Yes

I No

CIN/A

Remarks:

23. Are decisions documented to create a paper trail
documenting the basis of the decisions made for the
purchase? (SCM Vol Il Ch. 2, Topic 11)

{ Yes

I No

CINA

Remarks:

24. Are purchase orders split to evade competitive
bidding requirements or to circumvent the
Department’s delegated purchase authority limits?
(Public Contracts Code Section 10329)

] Yes

X] No

CIN/A

Remarks:
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STATE OF CALIFORNIA Command: Division: Chapter:
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Riverside Lnland 3
COMMAND INSPECTION PROGRAM Inspected by: Date:
EXCEPTIONS DOCUMENT Sgt. J. R. Wood, #11577 12/15/2008

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter

number of the inspection in the Chapter Inspection number. Under “Forward to:" enter the next level of command where the document

shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if

additional space is required.

TYPE OF INSPECTION

[] Division Level [X] Command Level

[] Executive Office Level

[[] Corrective Action Plan Included
[] Appeal Included
[] Attachments Included

Follow-up Required:

Forward to: - Commander’s Signature:

] Yes Xl No

Chapter Inspection:

Due Date:

Inspector's Comments Regarding Innovative Practices:

T astnln..

Date:

[ Command Suggestions for Statewide Improvement:

.

| Inspector’s Findings:

Area was found to be in compliance and functioning properly. All purchases were accounted for and

properly documented. The Office Assistant was well versed regarding Department policy and

procedures relating to purchases.
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

EXCEPTIONS DOCUMENT Command: Division: Chapter:
Riverside Iniand 3
Inspected by: Date:
Page 2 Sgt. J. R. Wood, #11577 12/15/2008

| Commander's Response:

The Area Commander, T. M. McCreary, #11882, will continue to be diligent in ensuring the mandates
set forth in Department policy regarding management and accountability of purchases are followed.

| Inspector's Comments:

Required Action

Corrective Action Plan/Timeline

CHP 680A (Rev 02-08) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

EXCEPTIONS DOCUMENT
Command: Division: Chapter:
Riverside Inland B
Inspected by: Date:

Page 3 _ Sgt. J. R. Wood, #11577 12/15/2008

Appeal Process: (Appeals shall be filed within five (5) business days of the completed chapter inspection).

Commander’s Basis for Appeal:

[ Appeal Review/Decision: (This shall be the only level of appeal). B

Lead Inspectpr's Signature: P Date: ‘
L pp gy, o7 2 S /2 ST
=

-
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Co.mmanc.i: Division: Number:
COMMAND INSPECTION PROGRAM ER'\(etrsgge SN _

valuate Y. ate:
INSPECTION CHECKLIST Sqt. J. R. Wood 12/15/2008
Chapter 3, Command Procurements Assisiod by: Bate:
Contracts

INSTRUCTIONS: Answer individual items with “Yes” or "No” answers, or fill in the blanks as indicated. Any discrepancies with policy,

applicable legal statues, or deficiencies noted in the inspections shall be commented on via t
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addr

he “Remarks" section. Additionally, such
essed to the next level of command.

Furthermore, the Exceptions Document shall inciude any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the “Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

[] Division Level

X] Command Level

Lead Inspector's Signature:

] Executive Office Level [] Voluntary Self-Inspection

Follow-up Required: [_] Follow-up Inspection Commander's Signature: Date:

[1Yes X No 7 7= L-/_7 "’Z/A y/Az‘?
For applicable policy, refer to: HPM 11.1, Chapter 22 '

1. Is a CHP 78 Contract Request used to initiate all .
service contracts which are repetitive, regardless of (Dyes | [No N/A | Remarks:
the estimated dollar value?

2. Is a CHP 78 Contract Request used for one-time _
services exceeding $4,999.997 [IYes | (ONo |[XIN/A | Remarks:

3. Is the Office of Primary Interest (OPI) tracking A
numbering beginning with the requesting command [(JYes | [INo N/A | Remarks:
three-digit location code used, followed by “CP” for
contract payable listed on the CHP 787

4. s the performance of contract services monitored .
and documented? ClYes | [ONo |[XIN/A | Remarks:

5. Are all copies of correspondence with the vendor .
maintained? [(JYes | [INo N/A | Remarks:

6. Are letters for contracts documented and maintained .
which outline any problems related to substandard or | [] Yes [INo | XIN/A Remarks:
non-performance of the vendor?

7. Is the final product to be delivered described '
specifically and in as much detail as possible in the [IYes | [OINo |[XIN/A | Remarks:
CHP 787

8. Are all required levels of approval/signature obtained, ‘
including the required documentation and approvals | [] Yes [INo | [XIN/A | Remarks:
for expedite and emergency contracts per HPM 11.1,

Chapter 22, before forwarding the CHP 78 or CHP
78A?

CHP 680F (Rev 09-08) OP] 010




STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST

Chapter 3, Command Procurements

Contracts

Page

20f4

9.

Are requests for contract services less than six
months from the anticipated start date of the contract
pre-approved by Assistant Commissioner, Staff, for
expedited processing?

[] Yes

[ No

N/A

Remarks:

10.

Is all work completed and accepted by the
Department before expiration of contract agreement?

[ Yes

] No

X N/A

Remarks:

1.

Are contract services performed according to the
quality, quantity, objectives, timeframes, and in the
manner specified in the contract (e.g., review
progress reports and interim products)?

[]Yes

[J No

X N/A

Remarks:

12.

Are invoices for payment reviewed and approved to
substantiate expenditures for work performed and to
prevent penalties being assessed?

[] Yes

[1No

X N/A

Remarks:

13.

Are contract expenditures monitored to ensure there
are sufficient funds to pay for all services rendered
as required by contract?

[]Yes

1 No

X N/A

Remarks:

14.

Does the requestor verify the contractor has fuffilled
all requirements of the contract before approving the
final invoice?

] Yes

[J No

Xl N/A

Remarks:

15.

Is the final invoice identified and approved, as
appropriate and forwarded to Fiscal Management
Section for payment?

[]Yes

] No

X N/A

Remarks:

16.

Are all applicable form sections of the CHP 78
completed?

[]Yes

[ No

X N/A

Remarks:

17.

Do emergency contracts document and justify a
sudden, unexpected occurrence that poses a clear
and imminent danger, requiring immediate action to
mitigate the loss or impairment of life, health,
property, or essential public services?

[1Yes

I No

X N/A

Remarks:

18.

Are all employees associated with the management
of a contract completing the CHP 78S, Conflict of
Interest Statement, Employee, form?

] Yes

I No

X N/A

Remarks:

19.

Are problems concerning the contractor's
performance fully documented in writing and made a
part of the contract manager’s contract file?

[] Yes

CINo

X N/A

Remarks:

20.

Are contract amendment request dollar amounts
increased more than 30%”?

[]Yes

I No

DX N/A

Remarks:

CHP 680F (Rev. 09-08) OP1010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST

Chapter 3, Command Procurements

Contracts

Page 3of4

21 Is the length of the contract amendment request
more than one year?

[] Yes

[1No

X N/A

Remarks:

22. Are amendments requested before the expiration of
the original contract?

] VYes

[ No

X N/A

Remarks:

23. Is a service contract on a CHP 78, Contract Request
initiated for any commercial meeting/conference
room rental which is expected to exceed $4,999.99 in
total cost?

[J Yes

[ No

X N/A

Remarks:

24. Do conference room rental costs exceeding the $500
per day limit have pre-approval from Assistant
Commissioner, Staff?

[]Yes

I No

N/A

Remarks:

25. Are California Department of Justice (DOJ) and
Federal Bureau of Investigation (FBI) fingerprint
checks and driver license checks conducted for all of
the following types of agreements:

(1) Avionics Maintenance and Repair
(2) Helicopter Maintenance and Repair
(3) Instructor Services (on-site)

(4) Janitorial Services

(5) Consulting Services

[] Yes

X1 N/A

26. Is a driver license check conducted for, but not
limited to, all of the following types of agreements, if
the contractor and/or specifically assigned personnel
are scheduled to be on-site for more than 30 days:

(1) Alarm and Fire Alarm Monitoring

(2) Camera Maintenance and Repair

(3) Carpet Installation

(4) Diesel Generator Maintenance and Repair

(5) Dishwasher Maintenance-and Repair

(6) Elevator Maintenance and Repair

(7) Fire Extinguisher Service

(8) Garage Door Maintenance and Repair

(9) Graphic Arts Equipment Maintenance and Repair
(10) Heating, Ventilation, and Air Conditioning Service
(11) Laundry/Linen Service

(12) Office Machine Maintenance and Repair

(13) Painting Services (interior of facility)

(14) Plumbing Services

(15) Scale Maintenance and Repair

(16) Steam Cleaning Services (Carpet, not scales)
(17) Telephone Services (cellular, satellite, and regular)
(18) Television Equipment Maintenance and Repair

(19)Uninterruptible Power Supply Maintenance and Repair

[]Yes

[] No

X N/A

Remarks:

Remarks:
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Ch. 4, Section 4.09)

Page 4 of 4
STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL
COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

27. Are all driver license and fingerprint information .
forwarded to Contract Services Unit (CSU), along (JYes | [LINo N/A | Remarks:
with the contract number for retention after
Commander review?

28. Is CSU advised by the command to determine if _
adverse information discovered is grounds for [JYes | [INo |[XIN/A | Remarks:
canceling the contract (i.e., adverse driver license
and/or criminal history information is received
regarding the contractor or the contractor’ s
personnel)?

[ 20. Are all invoices, records, and relevant documentation '
maintained for three years after the final paymentof | []Yes | [ No | XIN/A Remarks:
the contract?

30. Is a log sheet maintained for a diary of activities _
related to the contract? CdYes | [INo N/A | Remarks:

| 31. Is a computer file prepared for all contracts ' )
administered? [JYes | [ONo |XNA Remarks:

32. |Is a spreadsheet prepared listing all expenditures? . -

I:] Yes D No N/A Remarks:

33. Is the notification to the contractor documented for s
the start date for services to begin? [dYes | [INo N/A | Remarks:

34. Is the contractor contacted to determine if all invoices _
have been received in order to oversee the [IYes | (INo | X N/A | Remarks:
completion of the contract?

35. Do consultant services contracts of $1,000 or more .
contain detailed performance criteria and a schedule | []Yes | [ No N/A | Remarks:
for performance? (SCM Vol. I, Ch. 3, Section 3.02.1)

36. Does the contract file contain the STD. 4 Contractor '
Evaluation form for consultant contracts? [TYes | [ONo |[XIN/A | Remarks:
(SCM Vol. |, Ch. 3, Section 3.02.5)

37. Does Contract work only begin after approval of the .
final contract? (SCM Vol. 1, Ch. 4, Section 4.09) [JYes | [ONo | XIN/A Remarks:

38. Are the requirements for Government Code Section '
19130 (a) or (b) documented and justified for [JYes | [JNo |[XN/A | Remarks:
personal service contracts? (GC 19130 & SCM Vol. |,

Ch. 7, Section 7.05)

39. Are any contract payments made prior to the final .

approval and execution of the contract? (SCM Vol. |, | [dYes | [ No | X N/A IRSMARS:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Command: Division: Chapter:
Riverside L 3

Inspected by: Date:

Sgt. J. R. Wood, #11577 12/15/08

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under “Forward to:" enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if

additional space is required.

TYPE OF INSPECTION

[] Division Level [ Command Level

[] Executive Office Level

[] Corrective Action Plan Included
[] Appeal Included
[] Attachments Included

Follow-up Required: Forward to:

] Yes

N
NG Due Date:

Chapter Inspection:

Inspector's Comments Regarding Innovative Practices:

Commander's Signature:

- 7

| Command Suggestions for Statewide Improvement:

| Inspector's Findings:

There were no contracts written by the Area command. The only contracts in place were written by

Headquarters Facilities Section.
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

Command: Division: Chapter:
EXCEPTIONS DOCUMENT Riverside Iniand 3

Inspected by: Date:
Page 3 Sgt. J. R. Wood, #11577 12/15/08

Appeal Process: (Appeals shall be filed within five (5) business days of the completed chapter inspection).

Commander’s Basis for Appeal:

| Appeal Review/Decision: (This shall be the only level of appeal).

Legg.lﬁspect.:s Signatuge: Date:
PP et /215 =

Respefiding Commander’s Signature (for appeal): Date:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Cal-Card Program

Page 1o0f2
Command: Division: Number:
Riverside Iniand
Evaluated by: Date:
SGT. J. R. Wood, #11577 12/15/2008
Assisted by: Date:
0OSS1 Maria Sandoval el

INSTRUCTIONS: Answer individual items with “Yes” or "No" answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the “Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the "Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

[] Division Level

[] Executive Office Level

X] Command Level

[] Voluntary Self-Inspection

Lead Inspector's Signature:

Follow-up Required:

[ ]Yes

] Follow-up Inspection

X] No

Commander's Signature:

/- \'L""b"‘7

Date:

s R A y{/—;a

For applicable policy, refer to: HPM 11.2, Chapter 3

/

1. Are all employees associated with the use of the Cal- ) _ o
Card program completing the CHP 78S, Conflict of [(dYes | [INo N/A | Remarks:Not yet written into manual
Interest Statement, Employee, form?
2. Are STD. 21 Drug Free Workplace certifications .
maintained within the Cal Card command file for [JYes | XINo |[IN/A | Remarks:
each vendor utilized?
3. Are STD. 204 Payee Data Record forms maintained _
in the Cal Card command file for each vendor [JYes | XINo | [CIN/A | Remarks:
utilized?
4. Are California Integrated Waste Management Board Remarks There are no vendors used
Eglzgnegg documents maintained for each vendor [(JYes | [OONo | XINA for Waste Management
5. |fthe vendor is a small business or DVBE is utilized, ' N
is the certification letter from the Department of [Yes | XINo |[JN/A | Remarks:
General Services maintained in the file?
6. When fair and reasonable is utilized, is the fair and -
reasonable method documented and properly [(JYes | [1No N/A Remar';s“f.l?” 3"" ISasohaRiSimeles
justified? was not utilized.
7. Are purchases split into multiple transactions in order _
to circumvent transaction purchase limits? [JYes | XINo |[JN/A | Remarks:
8. Does the CHP 317 Cal Card Log fully describe the _
purchase? X Yes | [ONo |[JN/A | Remarks:
9. Are bank statements reconciled with the CHP 317 _
Cal Card Log and the receipts/invoices? MK vYes | [INo | [JNA REMAlS;
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Page 2 0of 2
STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL
COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Cal-Card Program
10. Is the CHP 317 Cal Card Log properly authorized _
and maintained? Yes | [JNo | []N/A | Remarks:
11. Are credit invoices/receipts for returned items .
maintained with the bank statement? X Yes | [QNo | [JN/A | Remarks:
12. Do non-itemized purchase receipts/invoices _
document the purchase by listing the commodity, [OYes | [ONo |[X N/A | Remarks:
quantity, and unit price of the item(s) purchased on
the bank statement.
13. Are Cal Cards maintained in a secure area? _
|Z| Yes I:l No D N/A Remarks: )
14. Are Cal Card purchases pre-approved by the .
commander? KlYes | [ONo |[JN/A | Remarks:
15. Have all cardholders received training on the .
Department's procurement processes? Yes | [ONo |[JN/A | Remarks:
16. Are item(s) purchased with the Cal Card prohibited Remarks:
by departmental policy? [JYes | XINo | [JN/A | Remarks:
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STATE OF CALIFORNIA Command: Division: Chapter:
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Riverside Inland S
COMMAND INSPECTION PROGRAM Inspected by: Date:
EXCEPTIONS DOCUMENT Sgt. J. R. Wood, #11577 12/15/2008

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under "Forward to:" enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if
additional space is required.

TYPE OF INSPECTION X Corrective Action Plan Included
[] Division Level {X] Command Level [ Appeal Included
L] ExeCUt"_{? Office Level [] Attachments Included

Forward to: Commander’s Signature: [ Date:

Follow-up Required:

] Yes X No

Due Date:

A A

Chapter Inspection:

Inspector's Comments Regarding Innovative Practices:
N/A

[ Command Suggestions for Statewide Improvement:

[ Inspector’s Findings:

1. Policy regarding the CHP 78S is not currently written into HPM 11.1, as it relates to Cal Card
Purchases. It is however on the check-sheet. It was found a revision to HPM 11.1 will be
completed in the future which will make the CHP 783 mandatory.

2. There are no current STD 21 (Drug Free Workplace certifications) maintained within the Cal Card

command file for each vendor utilized.
3. There are no current STD 204 (Payee Data Record forms) maintained within the Cal Card

command file for each vendor utilized.
4. There are no DGS certification letters for small business or DVBE maintained within the Cal Card

command file for each small business utilized.

Page 2
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STATE OF CALIFORNIA

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Command: Division: Chapter:
COMMAND INSPECTION PROGRAM Riverside nian 3
EXCEPTIONS DOCUMENT Inspected by Date:

Sgt. J. R. Wood, #11577 12/15/08

Page 2

[ Commander’s Response: |
The Area Commander, T. M. McCreary, #11882, will continue to be diligent in ensureing the mandates
set forth in Departmental policy regarding management and accountability of the Cal-Card Program are

followed.

[ Inspector's Comments:

e uired Action .

Corrective Action Plan/Timeline

1. STD 21, STD 204, and small business or DVBE certification letter discrepancies.

Although the Area had several expired STD 21 & STD 204's on file there were none that were
current. There were no small business certification letters on file. To correct these problems a
suspense file will be made for these forms, which will prompt the clerical staff to obtain a new form at
the time of expiration (3 years). With all new purchases the Cal Card holders will ensure these forms

are completed and placed into the suspense file.
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Lead Insﬁéfc!br's Signature: Date:
(AL /el J DS TS
Date:

Responding Commander's Signature (for appeal):
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Page 10f3
Command: Division: Number:
TE OF CALIFO

g-l'?gARTI\;ECI\?T OF g:hFORNIA HIGHWAY PATROL EBGIFSttOth\)I Inland _
COMMAND INSPECTION PROGRAM e il e

ff] | 12-02-08
INSPECTION CHECKLIST Heutonant Jeffrey Kiug 1
Chapter 3, Command Procurements Rosanna Lafler 12-02-08
Purchases

INSTRUCTIONS: Answer individual items with “Yes” or “No” answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the "Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

[ Division Level [X] Command Level

] Executive Office Level [] Voluntary Self-Inspection

Lead Inspector's Signature:

A

4

For applicable policy, refer to: HPM 11.2, Chapter 7

Follow-up Required: . Commzidgrs ygu? Date: -
) |:| Yes @ No [] Follow-up Inspection /_,(_’__ /%740 /7, S Y
/ 7

1. Are participants in the procurement process at the ] ks: Bobbie Spliethof has b
s . [ emarks: oobbie etno een
command level famnhar_wntrf; the related policies and X Yes [INo | CIN/A recently assigned to this position and
procedures for purchasing? her training is on-going.
2. Have Approvers/reviewers of purchases received T — )
ini N emarks: Captain Bridges an
procurement training?? Yes D No I:] N/A Lieutenant Klug received training at
3 MMTC. o
3. Are prohibited items procured on CHP 43, Purchases .
Requisitions? [JYes | XINo | [JN/A | Remarks:
e Supplies for personally — owned equipment
o Commodities for personal use
e  Confirming order
e Purchases via the internet
B 4. Are separate CHP 43s, Purchase Requisitions, '
prepared for commodity items obtainable from Yes | [JNo | [JN/A | Remarks:
different suppliers or from different statewide
commodity contracts?
5. Is all required information entered on the CHP 43, .
Purchase Requisition? XIYes | [JNo | [JN/A | Remarks:
i 6. Are the CHP 43, Purchase Requisitions, numbered R i
H : H H emarks. {wo requisiions were
g:gasle;::;/c(ej{;';t%rgng anew at the beginning of each | [ ] Yes X No | [CINA 25188 {hE.S=iE wilir BaT.
7. Are expedited requests for the purchase of goods ‘
forwarded to the Assistant Commissioner, Staff, for IYes | [JNo | [JN/A | Remarks:
approval?
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases

Page 20f3

Do specialized items purchased contain the
appropriate Division, and/or OPI approvals?

X Yes

1 No

CIN/A

Remarks:

Are the CHP 43, Purchase Requisitions,
competitively bid?

X Yes

[J No

L1N/A

Remarks:

10.

Does the CHP 315, Price Comparison Worksheet,
document at least two price quotations?

[]Yes

X No

CIN/A

Remarks: Audit revealed requisition
# 8513 had no CHP 315 attached.

11.

Are Limited Competitive Bidding purchase requests
that limit or restrict the purchase to one specific
brand or model justified and in compliance with SAM
35557

X Yes

] No

LINA

Remarks:

12.

Are Limited Competitive Bidding purchase requests
for items that interface with existing departmental
equipment in compliance with SAM 3555.37?

Yes

1 No

L] N/A

Remarks:

13.

Do Non-Competitive Bid (NCB) purchase requests
contain the NCB justification and NCB Corrective
Action Plan documents?

X Yes

I No

[ NA

Remarks:

14,

Are items checked immediately for content and
damage when delivered?

15.

Is the “received copy” of the purchase order
approved, dated, and forwarded to the Fiscal
Management Section (FMS), Account Payable Unit,
within three business days of receipt, if all items are
accepted?

X Yes

X Yes

I No

CIN/A

Remarks:

I No

LINA

Remarks:

. Are freight and/or packing slips attached to the

received copy of the purchase order and sent to
FMS?

Yes

[INo

[JN/A

Remarks:

17.

Is FMS provided a photocopy of the purchase order
and any approved freight or packing slips as
acknowledgement that a portion of the order has
been received?

X Yes

1 No

LI N/A

Remarks:

18.

Is the original “received copy” retained by the
command for completion and forwarding to the FMS
when the complete shipment is received?

X Yes

I No

L1N/A

Remarks:

19.

Are Damaged items delivered by common carrier
acknowledged on the freight bill by the carrier’s driver
before being accepted?

X Yes

[ No

LIN/A

Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL
COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases
20. Is Purchasing Services Unit (PSU) notified _
immediately by telephone, followed in writing either Yes | [JNo | [JN/A | Remarks:
by a memorandum or e-mail, requesting cancellation
of the requisition or deletion of an item, if itis
determined that a commodity requested on a CHP 43
is no longer needed and a purchase order has not
yet been prepared?
21. Are open purchase orders periodically reviewed and : . —
investigated to ensure the orders are not opened for | XIYes | [INo | [C]N/A | Remarks:
an unreasonable length of time. (SAM 8422.0)
22. Are copies of the purchase requisitions and purchase .
orders maintained for three years after payment? XYes | [INo | [JN/A | Remarks:
(SCM Vol. ll, Ch. 11, Topic 4)
23. Are decisions documented to create a paper trail o o . o
documenting the basis of the decisions made forthe | X Yes | [JNo | []JN/A | Remarks:
purchase? (SCM Vol! Il Ch. 2, Topic 11)
24. Are purchase orders split to evade competitive
bidding requirements or to circumvent the [JYes | XINo |[]N/A | Remarks:

Department’s delegated purchase authority limits?
(Public Contracts Code Section 10329)
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SL;'ATE‘ OF CALIFORNIA Command: Division Chapter:
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Barstow Area | Inland: Three
COMMAND INSPECTION PROGRAM Inspected by: Date:
EXCEPTIONS DOCUMENT Lieutenant Jeffrey Klug 12-03-08

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under “Forward to:” enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if

additional space is required.

TYPE OF INSPECTION (] Corrective Action Plan Included
[1 Division Level [X] Command Level ] Appeal Included
[J Executive Office Level [ Attachments Included
Follow-up Required: Forward to: Comn?ers Slgnatyre: Date:
. Z /8. 55
[ves D No Due Date: L7 / y/// * / / 7

Chapter Inspection: Chapter 3, Command Procurements/Purchases

Inspector’'s Comments Regarding Innovative Practices:

| Command Suggestions for Statewide Improvement:

| Inspector’s Findings: |

6 &10 Two separate requisitions were issued the same number (8513) and requisition number 8513 had
three price quotes but no Price Comparison Worksheet (CHP 315) was attached. Barstow Area
corrected the problem with the same number being issued for two separate requisitions and
attached a CHP 315 with requisition number 8513.
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STATE OF CALIFORNIA

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Corand: Division: Chapter:
COMMAND INSPECTION PROGRAM

EXCEPTIONS DOCUMENT inspected by Date:
Page 3

Appeal Process: (Appeals shall be filed within five (5) business days of the completed chapter inspection).

Commander’s Basis for Appeal:

| Appeal Review/Decision: (This shall be the only level of appeal).

Lead Inspec&rﬁia}(7ol éé/'_7 %r\/ Date: / Z _,/0 - /L)

Responding Commander's Signature (for appeall’ Date:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Cal-Card Program

Page

Command: Division: Number:
Barstow Inland

Evaluated by: Date:
Lieutenant Jeffrey Klug 12-03-08
Assisted by: Date:
Rosanna Lafler 12-03-08

INSTRUCTIONS: Answer individual items with “Yes” or "No” answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the “Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

[] Division Level

[1 Executive Office Level

Command Level

[_] Voluntary Self-Inspection

Lead |

pector's Sign lure4%

Follow-up Required: L] Follow-up Inspection | Corffmand '”a’ pele
e 7%«4%“ ies o

[ ]Yes

X No

For applicable policy, refer to;: HPM 11.2, Chapter 3

1.

Are all employees associated with the use of the Cal-
Card program completing the CHP 78S, Conflict of
Interest Statement, Employee, form?

[]Yes

X No

[T N/A

Remarks: See page 3.

Are STD. 21 Drug Free Workplace certifications
maintained within the Cal Card command file for
each vendor utilized?

[]Yes

X No

LJN/A

Remarks: See page 3.

Are STD. 204 Payee Data Record forms maintained
in the Cal Card command file for each vendor
utilized?

[]Yes

X No

LI N/A

Remarks: See page 3.

Are California Integrated Waste Management Board
Form 74 documents maintained for each vendor
utilized?

[ Yes

> No

LIN/A

Remarks: See page 3.

If the vendor is a small business or DVBE is utilized,
is the certification letter from the Department of
General Services maintained in the file?

] Yes

X No

LIN/A

Remarks: See page 3.

When fair and reasonable is utilized, is the fair and
reasonable method documented and properly
justified?

X Yes

[T No

CIN/A

Remarks:

Are purchases split into multiple transactions in order
to circumvent transaction purchase limits?

] Yes

X No

(I N/A

Remarks:

Does the CHP 317 Cal Card Log fully describe the
purchase?

X Yes

[INo

CIN/A

Remarks:

Are bank statements reconciled with the CHP 317
Cal Card Log and the receipts/invoices?

X Yes

1 No

LIN/A

Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Cal-Card Program

Page

20f2

10. Is the CHP 317 Cal Card Log properly authorized

and maintained? X Yes | [ONo |[]N/A | Remarks:
11. Are credit invoices/receipts for returned items _
maintained with the bank statement? Yes | [JNo |[JN/A | Remarks:
12. Do non-itemized purchase receipts/invoices _
document the purchase by listing the commodity, I Yes | [INo |[JN/A | Remarks:
quantity, and unit price of the item(s) purchased on
the bank statement.
13. Are Cal Cards maintained in a secure area? | '
L |Z| Yes D No D N/A Remarks:
14. Are Cal Card purchases pre-approved by the _
commander? Yes [INo | [N/A Remarks:
15. Have all cardholders received training on the .
Department's procurement processes? [ Yes | [ONo | []N/A | Remarks:
16. Are item(s) purchased with the Cal Card prohibited .
by departmental policy? [(JYes | XINo | [JN/A | Remarks:

CHP 680D (Rev 09-08) OPI1 010




STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Command: Division Chapter: ]
Barstow Area | Inland: Three

Inspected by: Date:

Lieutenant Jeffrey Klug 12-03-08

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under “Forward to:" enter the next level of command where the document

shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if

additional space is required.

TYPE OF INSPECTION

[] Division Level Command Level

] Executive Office Level

[] Corrective Action Plan Included
[] Appeal Included
N Attachments Included

Follow-up Required: Forward to:
N
L Yes No Due Date:

Com /nﬁe s Si /gnatufe
r f/ 1// ’j, (/;‘f

Chapter Inspection: Chapter 3, Command Procurements/Cal-Card Program

Inspector's Comments Regarding Innovative Practices:

| Command Suggestions for Statewide Improvement:

[ Inspector’s Findings:

]

1. Only one employee utilizing the Cal-Card program had a completed CHP 78S. Area had all Cal-
Card program employees complete a CHP 78S. All CHP 78S's were placed in their personnel

files.

2. No STD 21 Drug Free Workplace certifications were located within the Cal Card command file for
each vendor utilized. Area has established a process to ensure a STD 21 is kept on file for each

vendor utilized.
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$TATE GF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

3. No STD 204 Payee Data Record forms were located within the Cal Card command file for each
vendor utilized. Area has established a process to ensure a STD 204 is kept on file for each

vendor utilized.

4. No California Integrated Waste Management Board Form 74 documents were maintained on file
for each vendor utilized. Area has established a process to ensure Form 74 documents are kept

on file for each vendor utilized.

5. No certification letters from the Department of General Services were maintained on file for each
vendor utilized. Area has established a process to ensure certification letters are kept on file for

each vendor utilized.

Command: Division Chapter:

Inspected by: Date:

Page 2 ——r

| Commander's Response:

| Inspector's Comments:

‘ Required Action ‘

CHP 680A (Rev. 09-08) OPI1 010




STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

l Corrective Action Plan/Timeline

Command: Division: Chapter:
Barstow Inland Division | 3 (Cal Card)
Inspected by: Date:

Page 3 Jeffrey Klug 12-03-09

Appeal Process: (Appeals shall be filed within five (5) business days of the completed chapter inspection).

Commander’s Basis for Appeal:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

| Appeal Review/Decision: (This shall be the only level of appeal).

Lead Inspector's'Signatu // Date:
/7[\/5;/ /////WI/ /L-3.0&
Responding Co and 's §ignaturé (for appeal): Date:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Command: Division: Number:
COMMAND INSPECTION PROGRAM Ealrstt?jvt\)/ Inland .

valuate Y. ate.
INSPECTION CHECKLIST Lieutenant Jeffrey Klug 12-09-08
Chapter 3, Command Procurements Assisted by, B
X-Number Program Rosanna Lafler 12-09-08

Page 10f 3

INSTRUCTIONS: Answer individual items with “Yes” or “No” answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the “Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

Lead Inspector's Signature:

[]Yes No

For applicable policy, refer to: HPM 11.1, Chapter 23

[] Division Level Command Level
[[] Executive Office Level [ Voluntary Self-lnspection /1/ ‘(}
| Follow-up Required: (I Follow-up Inspection

Comiz/hature/ Aﬁ jjtze) J¥ - 2

1. Are multiple X Numbers awarded to the same vendor _
to circumvent the $4,999 contract limit? [JYes | XINo | [JN/A | Remarks:
2. Does all X Number file documentation contain the R cs: Barstow A "
emarks:. barstow Area wiil ensure
STD. 204 Payee Data Record? D Yes [X] No D N/A all x numbers will contain a STD 204.
3. Do X Numbers requiring a contract (i.e., janitorial or - .
landscaping) have prior approval from the Business X Yes | [ONo | [JN/A | Remarks:
Services Section commander?
4. Are X Number requests made prior to the date the . ]
services are performed? Yes | [JNo |[]N/A | Remarks:
5. Are X Numbers issued for a one-time use? .
'X] Yes D No D N/A Remarks:
6. Are prohibited services performed using an X .
Number? [(dYes | XINo |[JN/A | Remarks:
7. Are X Numbers used for the procurement of a _
service and not the purchase of a commodity? X]Yes | [JNo |[JN/A | Remarks:
8. Are X Numbers issued for telecommunications ‘
related services pre-approved by X Yes | [ONo |[JN/A | Remarks:
Telecommunications Section?
9. Do X Numbers used for facilities related services _
(such as roof repair, electrical) costing over $1,000 X Yes | [ONo |[JN/A | Remarks:
have prior approval from Facilities Section?
10. Do X Numbers issued for lapsed contractual
agreements have prior approval by the appropriate XlYes | [ONo |[JN/A | Remarks:

Assistant Commissioner?
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STATE OF CALIFORNIA
DEEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
X-Number Program

Page 20f3

11. Do all X Numbers awarded to a non-small business

vendor contain three price quotations? XK Yes | (ONo |[N/A | Remarks:

12. Do all X Numbers awarded to a small business . )
vendor contain the small business certification from CDyes | XINo | [IN/A ;fT?L’:@gi‘&gﬁég‘ig@:ﬂeﬁ“re
the Department of General Services (DGS)? business will have a small business

= certificate from DGS.

13. Does the file documentation contain the STD. 21 e Barowlreandl

i i emarks: arstow Area will ensure
\I/D;’ggolrr;%e workplace certification for X Number [(JYes | XINo |[INA 116 nurmber IS St 2

14 Do emergency service X Numbers document and .

justify the emergency? Yes | [ONo |[JN/A | Remarks:
15 Is the itemized invoice for each X Number service
maintained in the command'’s files? K Yes | [INo |[IN/A | Remarks:
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S'I"ATE OF "CALIVFORNIA Command: Division Chapter:

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Barstow Area | Inland: Three

COMMAND INSPECTION PROGRAM Inspected by: Date:
Lieutenant Jeffrey Klug 12-09-08

EXCEPTIONS DOCUMENT

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under "Forward to:" enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if

additional space is required.

TYPE OF INSPECTION [1 Corrective Action Plan Included
(] Division Level [X] Command Level [] Appeal Included
[] Executive Office Level ] Attachments Included

Date:

Forward to: Comman’ f's Slgna/yre/

Due Date: L//‘é/
Chapter Inspection: Chapter 3, X-Number Program

Inspector's Comments Regarding Innovative Practices:

Follow-up Required:

] Yes X No

| Command Suggestions for Statewide Improvement:

[ Inspector’s Findings:

2. Barstow Area will ensure all x numbers will contain a STD 204.

12. Barstow Area will ensure all x numbers awarded to small business will have a small business
certificate from DGS.

13. Barstow Area will ensure all x numbers will contain a STD 21.

CHP 680A (Rev 09-08) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

EXCEPTIONS DOCUMENT -~
Command: Division: Chapter;
Barstow Inland 3 ( X numbers)
Inspected by: Date:

Page 2 Jeffrey Klug 12-09-08

| Commander’s Response:

| Inspector's Comments:

Required Action

Corrective Action Plan/Timeline

CHP 680A (Rev 09-08) OPI D10




STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Command: Division: Chapter:
Barstow Inland 3 (X numbers)
Inspected by: Date:

Page 3 Jeffrey Klug 12-09-08

Appeal Process: (Appeals shall be filed within five (5) business days of the completed chapter inspection).

Commander’s Basis for Appeal:

I Appeal Review/Decision: (This shall be the only level of appeal).

's Sigratre: i Tva / Date:
lnars ¥ V0 /£ % L

CHP 680A (Rev 09-08) OP1010



Page 10f 6
STATE OF CALIFORNIA _—
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Command: Division: Number:
COMMAND INSPECTION PROGRAM | Barstow niand —
INSPECTION CHECKLIST Lieutenant Jeffrey Klug 12-04-08
Chapter 3, Command Procurements Assisted by Date:
Contracts Rosanna Lafler 12-04-08

INSTRUCTIONS: Answer individual items with "Yes" or “No” answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the “Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the “Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

Lead pector s Signature:

ZfU/

(] Division Level X] Command Level ,f
[] Executive Office Level [] Voluntary Self-Inspection
Follow-up Required: ] Follow-up Inspection

~ [lYes X No

°°””“”"é*f~’“f’“4§ A 17

~ /> - A’f’

For applicable policy, refer fo: HPM 11.1, Chapter 22

1. Is a CHP 78 Contract Request used to initiate all

service contracts which are repetitive, regardless of XYes | [JNo |[JN/A | Remarks:
the estimated dollar value?

2. Isa CHP 78 Contract Request used for one-time _
services exceeding $4,999.99? XYes | [ONo | [JN/A | Remarks:

3. Is the Office of Primary Interest (OPI) tracking .
numbering beginning with the requesting command X Yes | [ONo | []N/A | Remarks:
three-digit location code used, followed by "CP” for
contract payable listed on the CHP 787

4. Is the performance of contract services monitored a .

and documented? X Yes | [JNo |[JN/A | Remarks:

5. Are all copies of correspondence with the vendor _ o -
maintained? Yes | [INo |[[JN/A | Remarks:

6. Are letters for contracts documented and maintained .
which outline any problems related to substandard or | [X] Yes | [JNo | []JN/A | Remarks.
non-performance of the vendor?

7. Is the final product to be delivered described - _

specifically and in as much detail as possible in the X Yes | [INo |[]N/A | Remarks:
CHP 787

8. Are all required levels of approval/signature obtained, ‘
including the required documentation and approvals | [X] Yes | [JNo | []N/A | Remarks:

for expedite and emergency contracts per HPM 11.1,
Chapter 22, before forwarding the CHP 78 or CHP
78A7?
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

Page 20f6

9.

Are requests for contract services less than six
months from the anticipated start date of the contract
pre-approved by Assistant Commissioner, Staff, for
expedited processing?

D Yes

[C1No

LINA

Remarks:

. Is all work completed and accepted by the

Department before expiration of contract agreement?

X Yes

[1No

11

Are contract services performed according to the
quality, quantity, objectives, timeframes, and in the
manner specified in the contract (e.g., review
progress reports and interim products)?

Yes

] No

LIN/A

Remarks:

LIN/A

Remarks:

12.

Are invoices for payment reviewed and approved to
substantiate expenditures for work performed and to
prevent penalties being assessed?

X Yes

1 No

LIN/A

Remarks:

13.

Are contract expenditures monitored to ensure there
are sufficient funds to pay for all services rendered
as required by contract?

X Yes

[1No

CIN/A

Remarks:

14.

15.

Does the requestor verify the contractor has fulfilled
all requirements of the contract before approving the
final invoice?

X Yes

[1No

CIN/A

Remarks:

Is the final invoice identified and approved, as
appropriate and forwarded to Fiscal Management
Section for payment?

X Yes

LINA

Remarks:

16

Are all applicable form sections of the CHP 78
completed?

B Yes

LIN/A

Remarks:

17.

Do emergency contracts document and justify a
sudden, unexpected occurrence that poses a clear
and imminent danger, requiring immediate action to
mitigate the loss or impairment of life, health,
property, or essential public services?

Yes

LI N/A

Remarks:

18.

Are all employees associated with the management
of a contract completing the CHP 78S, Conflict of
Interest Statement, Employee, form?

X Yes

I No

[IN/A

Remarks:Updated and maintained in
each personnel file.

19.

Are problems concerning the contractor's
performance fully documented in writing and made a
part of the contract manager's contract file?

Yes

[1No

LIN/A

Remarks:

20.

Are contract amendment request dollar amounts
increased more than 30%?

[] Yes

X No

LIN/A

Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

21. Is the length of the contract amendment request e
more than one year? [JYes | XINo | []JN/A | Remarks:

22. Are amendments requested before the expiration of ' _
the original contract? XYes | (ONo |[JN/A | Remarks:

23. Is a service contract on a CHP 78, Contract Request
initiated for any commercial meeting/conference [JYes | [JNo
room rental which is expected to exceed $4,999.99 in
total cost?

|Z| N/A Remarks:No contracts for room rental
obtained.

24. Do conference room rental costs exceeding the $500
per day limit have pre-approval from Assistant [1Yes
Commissioner, Staff?

Remarks: No contracts for room
EI No & N/A rental obtained.

25. Are California Department of Justice (DOJ) and
Federal Bureau of Investigation (FBI) fingerprint X Yyes | [INo |[JNA
checks and driver license checks conducted for all of
the following types of agreements:

(1) Avionics Maintenance and Repair
(2) Helicopter Maintenance and Repair
(3) Instructor Services (on-site)

(4) Janitorial Services

(5) Consulting Services

26. Is a driver license check conducted for, but not
limited to, all of the following types of agreements, if | [] Yes | []No
the contractor and/or specifically assigned personnel
are scheduled to be on-site for more than 30 days:

Y4 Remarks: No agreement/contacts
N/A were obtained for more than 30 days.

Alarm and Fire Alarm Monitoring

Camera Maintenance and Repair

Carpet Installation

Diesel Generator Maintenance and Repair
Dishwasher Maintenance and Repair

Elevator Maintenance and Repair

7) Fire Extinguisher Service

(8) Garage Door Maintenance and Repair

(9) Graphic Arts Equipment Maintenance and Repair
(10) Heating, Ventilation, and Air Conditioning Service
(11) Laundry/Linen Service

(12) Office Machine Maintenance and Repair

(13) Painting Services (interior of facility)

(14) Plumbing-Services

(15) Scale Maintenance and Repair

(16) Steam Cleaning Services (Carpet, not scales)
(17) Telephone Services (cellular, sateliite, and regular)
(18) Television Equipment Maintenance and Repair

(19)Uninterruptible Power Supply Maintenance and Repair

1
2
&
4
5
6

P b o D e ey
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

Page 4 of 6

27. Are all driver license and fingerprint information

Ch. 4, Section 4.09)

forwarded to Contract Services Unit (CSU), along K vYes | [ONo |[INA
with the contract number for retention after
Commander review?
| 28. Is CSU advised by the command to determine if . y
adverse information discovered is grounds for (JYes | [(ONo | XIN/A Eg:ga:étséiwg da%rrelfqrgsa”thca°n”t330°§ays
canceling the contract (i.e., adverse driver license '
and/or criminal history information is received
regarding the contractor or the contractor' s
personnel)?

29. Are all invoices, records, and relevant documentation B '
maintained for three years after the final payment of Yes | [INo |[JN/A | Remarks:
the contract?

30. Is a log sheet maintained for a diary of activities .
related to the contract? Yes | [INo |[JN/A | Remarks:

31. Is a computer file prepared for all contracts ' . )
administered? X1 Yes | [ONo |[JN/A | Remarks: Updated fil.

32. |s a spreadsheet prepared listing all expenditures? R a LA

&Yes DNO DN/A emarks. Jpaated nie.

33. Is the notification to the contractor documented for _
the start date for services to begin? Yes | [INo |[JN/A | Remarks:

~ 34. Is the contractor contacted to determine if all invoices _
have been received in order to oversee the X Yes | [INo |[JN/A | Remarks:
completion of the contract?

35. Do consultant services contracts of $1,000 or more N - Tarflcen
contain detailed performance criteria and a schedule | []Yes | [[JNo | [X] N/A | Remarks: No °°T)S”. bl
for performance? (SCM Vol. I, Ch. 3, Section 3.02.1) GRUECE erSloRiEed

36. Does the contract file contain the STD. 4 Contractor . _
Evaluation form for consultant contracts? [(IYes | [JNo | [XIN/A Efl:?rzgﬁzv’:e"rg%ﬁ:m’g senvice
(SCM Vol. I, Ch. 3, Section 3.02.5)

37. Does Contract work only begin after approval of the .
final contract? (SCM Vol. 1, Ch. 4, Section 4.09) Yes | [JNo | [JN/A | Remarks:

38. Are the requirements for Government Code Section _ a -
19130 (a) or (b) documented and justified for [Yes | CINo |[JN/A | Remarks:
personal service contracts? (GC 19130 & SCM Vol. |,

Ch. 7, Section 7.05)
| 30. Are any contract payments made prior to the final B .
approval and execution of the contract? (SCM Vol. I, | [1Yes | XINo |[]N/A | Remarks:
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éTATE OF.CALIFORNIA Command: Division Chapter:
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Barstow Area Inland: Three
COMMAND INSPECTION PROGRAM Inspected by: Date:
EXCEPTIONS DOCUMENT Lieutenant Jeffrey Klug 12-04-08

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under “Forward to:” enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if
additional space is required.

TYPE OF INSPECTION [] Corrective Action Plan Included
[] Division Level [X] Command Level [ Appeal Included
[] Executive Office Level

= ] Attaﬂpgnts.lnguﬂed -

Follow-up Required: FIVETES: Com/mé/ﬂ fs SE’.‘B“"E Date: / /
- » b
A , -/t
[lves ] No Due Date: M 1//

Chapter Inspection: Chapter 3, Command Procurements/Contracts

Inspector's Comments Regarding Innovative Practices:

| Command Suggestions for Statewide Improvement:

| Inspector’s Findings: - |

18. All employees associated with the management of contracts completed a CHP 78S. All CHP
78S’s were placed in each employee’s personnel file.

31. The Barstow Area computer file of all contracts was updated.

32. The Barstow Area spreadsheet of all contracts was updated.
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

Division:

Inland

Chapter: 3
(Procurements/Contracts)

EXCEPTIONS DOCUMENT
Command:
Barstow
Inspected by:
Page 5 Jeffrey Klug

Date:

12-04-08

[_ Commander’s Response:

[_ Inspector's Comments:

Required Action

Corrective Action Plan/Timeline
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Page 3

Command: Division: Chapter: 3

Barstow Inland (Procurements/Contracts)
Inspected by: Date:

Jeffrey Klug 12-04-09

Appeal Process: (Appeals shall be filed within five (5) business days of the completed chapter inspection).

Commander’s Basis for Appeal:

[ Appeal Review/Decision: (This shall be the only level of appeal).

.
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Date: /Z.— (—vaK

) / g //'
Lead Inspeclor's Signhture: ‘//W
/ Medfpdng ) ,

Responding Commapjer’s ?gn‘é re (for Appeal):  *

Date:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases

Page 10f3

Command:
Needles

Division: Inland

Number: 834

Evaluated by:

Lt. J. P. Rasmussen

Date: 01/05/2009

Assisted by:

Date:

INSTRUCTIONS: Answer individual items with “Yes” or “No” answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the “Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. if this form is used as a Follow-up
Inspection, the “Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected. B

' TYPE OF INSPECTION
[] Division Level X Command Level

[] Executive Office Level [] Voluntary Self-Inspection

Lead Inspector's Signature:

Follow-up Required:

[] Yes X No [_] Follow-up Inspection

Commander’s Signature:

D
K\’?ﬂ ol J L7

Date: 01/05/2009

For applicable policy, refer to: HPM 11.2, Chapter 7

1. Are participants in the procurement process at the

command level familiar with the related policies and X Yes

procedures for purchasing?

[ ] No.

LIN/A

Remarks:

2. Have Approvers/reviewers of purchases received

procurement training?

X Yes

INo

LI NA

Remarks: Commander and OAll

3. Are prohibited items procured on CHP 43, Purchases

Requisitions?

Commodities for personal use
Confirming order
Purchases via the internet

Supplies for personally — owned equipment

] Yes

X No

CIN/A

Remarks:

4. Are separate CHP 43s, Purchase Requisitions,

prepared for commodity items obtainable from
different suppliers or from different statewide
commodity contracts?

[] Yes

1 No

X N/A

Remarks:

5. s all required information entered on the CHP 43,

Purchase Requisition?

XYes

I No

LIN/A

Remarks:

6. Are the CHP 43, Purchase Requisitions, numbered

consecutively, starting anew at the beginning of each | X Yes

fiscal year (July 1)?

[1No

I N/A

Remarks:

7. Are expedited requests for the purchase of goods

forwarded to the Assistant Commissioner, Staff, for ] Yes

approval?

] No

X N/A

Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases

Page 20f3

8.

Do specialized items purchased contain the
appropriate Division, and/or OP| approvals?

I No

LI N/A

Remarks:

Are the CHP 43, Purchase Requisitions,
competitively bid?

[1No

I N/A

Remarks:

10.

Does the CHP 315, Price Comparison Worksheet,
document at least two price quotations?

[]No

LIN/A

Remarks:

1.

Are Limited Competitive Bidding purchase requests
that limit or restrict the purchase to one specific
brand or model justified and in compliance with SAM
35557

[ No

X N/A

Remarks:

12.

Are Limited Competitive Bidding purchase requests
for items that interface with existing departmental
equipment in compliance with SAM 3555.37

L] Yes

[1No

X N/A

Remarks:

13.

Do Non-Competitive Bid (NCB) purchase requests
contain the NCB justification and NCB Corrective
Action Plan documents?

[]Yes

I No

X N/A

Remarks:

. Are items checked immediately for content and

damage when delivered?

X Yes

1 No

[ ] N/A

Remarks:

15.

Is the “received copy” of the purchase order
approved, dated, and forwarded to the Fiscal
Management Section (FMS), Account Payable Unit,
within three business days of receipt, if all items are
accepted?

XYes

I No

LI N/A

Remarks:

16.

Are freight and/or packing slips attached to the
received copy of the purchase order and sent fo
FMS?

X Yes

"1 No

CIN/A

Remarks:

17.

Is FMS provided a photocopy of the purchase order
and any approved freight or packing slips as
acknowledgement that a portion of the order has
been received?

XYes

1 No

LI N/A

Remarks:

18.

Is the original "received copy” retained by the
command for completion and forwarding to the FMS
when the complete shipment is received?

X Yes

[1No

LIN/A

Remarks:

19.

Are Damaged items delivered by common carrier
acknowledged on the freight bill by the carrier's driver
before being accepted?

[] Yes

X No

L] N/A

Remarks: Area does not accept
damaged items.
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL
COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases

20. Is Purchasing Services Unit (PSU) notified .
immediately by telephone, followed in writing either [JvYes | [ONo |XN/A | Remarks:
by a memorandum or-e-mail, requesting cancellation
of the requisition or deletion of an item, if it is
determined that a commodity requested on a CHP 43
is no longer needed and a purchase order has not
yet been prepared?

21. Are open purchase orders periodically reviewed and .
investigated to ensure the orders are not opened for | XYes | [JNo | [ N/A | Remarks:
an unreasonable length of time. (SAM 8422.0)

22. Are copies of the purchase requisitions and purchase _
orders maintained for three years after payment? XYes | [ONo |[JN/A | Remarks:
{SCM Vol. Il, Ch. 11, Topic 4)

23. Are decisions documented to create a paper trail o '
documenting the basis of the decisions made forthe | X Yes | [1No | [JN/A | Remarks:
purchase? {SCM Vol il Ch. 2, Topic 11)

24. Are purchase orders split to evade competitive = '
bidding requirements or to circumvent the [JYes | XNo |[JN/A | Remarks:

Department's delegated purchase authority limits?
(Public Contracts Code Section 10329)
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STATE OF CALIFORNIA Command: Division: Inland Chapter: 3
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Needles
COMMAND INSPECTION PROGRAM Inspected by: Date:

Lt. J. P. Rasmussen 01/05/2009

EXCEPTIONS DOCUMENT

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under “Forward to:" enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if
additional space is required.

TYPE OF INSPECTION ] Corrective Action Plan Included
[] Division Level X Command Level [] Appeal Included
[ ] Executive Office Level [ Attachments Included

[ Forward to: Commander’s Signature: Date:

Inland Division
/’7

Follow-up Required:

01/05/2009

[JYes  XNo Due Date: 12/31/2000 <]

Chapter Inspection:

Inspector's Comments Regarding Innovative Practices:

N/A

| Command Suggestions for Statewide Improvement:

N/A

| Inspector’s Findings: |

All CHP 43 Purchase Requisitions and CHP 315 Price Comparison forms are maintained in a three ring
binder in the clerical office. All paperwork is readily accessible along with a log for tracking of all
requisitions. The Area Commander takes an active role and approves all requisitions and for the most
part has completed a majority of the requisitions himself. Outside of quarterly requisitions only budget
items requisitions have been completed.

CHP 680A (Rev 09-08) OP1010



STATE OF CALIFORNIA

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Command: Division: Inland Chapter: 3
COMMAND INSPECTION PROGRAM Needles

Inspected by: Date:
E;;%EPTIONS DOCUMENT Lt. J. P. {?asmussen 01/05/2009

| Commander’s Response:

Command takes an active role in the decision to make purchases, completion of all requisition

documentation and monitors the delivery of items purchased. The commander routinely discusses the
status of requisitions with the clerical staff.

[ Inspector's Comments:

N/A

Required Action None

Corrective Action Plan/Timeline

N/A

CHP 680A (Rev 09-08) OPI 010



STATE OF CALIFORNIA

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL ST Svision Tniand Chapter 3
COMMAND INSPECTION PROGRAM Needles

EXCEPTIONS DOCUMENT inspected by: Date:

Page 3 Lt. J. P. Rasmussen 01/05/2009

Appeal Process: (Appeals shall be filed within five (5) business days of the completed chapter inspection).

Commander’s Basis for Appeal:

N/A

TAppeal Review/Decision: (This shall be the only level of appeal).

N/A

Lead Inspector's Signature: Date:
Q Oz ppmr D 01/05/2009

Responding Copfmander's Signature (for appeal): Date:
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STATE OF CALIFORNIA

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Command: Division: Inland Number; 834

COMMAND INSPECTION PROGRAM Needlesl | .

INSPECTION CHECKLIST Byl by Date: 01/05/2009
Lt. J. P. Rasmussen

Chapter 3, Command Procurements Aesiied by SPTES

X-Number Program '

INSTRUCTIONS: Answer individual items with “Yes” or “No” answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the “Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION Lead Inspector's Signature:
[ Division Level X Command Level D
o i
] Executive Office Level [] Voluntary Self-Inspection /
FO”OW—Up ReqUired: [:] Follow-up Inspection Commander's Signature: Date: 01/05/2009
[]Yes X No '\///’/’/Mw.z WO 2=

For applicable policy, refer to: HPM 11.1, Chapter 23

1. Are multiple X Numbers awarded to the same vendor .
to circumvent the $4,999 contract limit? [JYes | XNo |[JN/A | Remarks:

2. Does all X Number file documentation contain the .
STD. 204 Payee Data Record? X Yes [JNo | [JN/A | Remarks:

3. Do X Numbers requiring a contract (i.e., janitorial or .
landscaping) have prior approval from the Business [DvYes | [ONo | XN/A | Remarks:
Services Section commander?

4. Are X Number requests made prior to the date the
services are performed? XYes | [INo [[LINA

Remarks:

5. Are X Numbers issued for a one-time use? _
XYes | [INo |[JN/A | Remarks

6. Are prohibited services performed using an X

Number? [TYes | XNo |[IN/A | Remarks:
7. Are X Numbers used for the procurement of a .
service and not the purchase of a commodity? XYes | [ONo |[IN/A | Remarks:

8. Are X Numbers issued for telecommunications
Remarks:

related services pre-approved by [(JYes | [INo | XN/A
Telecommunications Section?

9. Do X Numbers used for facilities related services .
(such as roof repair, electrical) costing over $1,000 [JYes | [ONo | XN/ | Remarks:
have prior approval from Facilities Section?

10. Do X Numbers issued for lapsed contractual .
agreements have prior approval by the appropriate [IYes | [INo [XN/A | Remarks:
Assistant Commissioner?
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL
COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
X-Number Program

11. Do all X Numbers awarded to a non-small business .
vendor contain three price quotations? [JYes | [ONo |XN/A | Remarks:

12. Do all X Numbers awarded to a small business .
vendor contain the small business certification from X Yes [JNo | [JN/A | Remarks:
the Department of General Services (DGS)?

13. Does the file documentation contain the STD. 21 .
Drug Free workplace certification for X Number XYes | [INo |[JN/A | Remarks:
vendors?

14. Do emergency service X Numbers document and '
justify the emergency? XYes | [INo |[JN/A | Remarks:

15. s the itemized invoice for each X Number service '
maintained in the command’s files? X Yes [JNo |[JN/A | Remarks:

CHP 680E (Rev 09-08) OP1010




STATE OF CALIFORNIA Command: Division: Inland Chapter: 3
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Needles

COMMAND INSPECTION PROGRAM Inspected by: Date:
EXCEPTIONS DOCUMENT Lt. J. P. Rasmussen 01/05/2009

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under “Forward to:” enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if

additional space is required.

TYPE OF INSPECTION [J Corrective Action Plan Included
[] Division Level X Command Level [ Appeal Included
[] Executive Office Level [] Attachments Included
Follow-up Required: Forward to: Commander's Signature: Date:
Inland Division
01/05/2009

] Yes X No

Due Date: 12/31/2008 <.

Chapter Inspection: Chapter 3 Command Procurements X-Number Program ‘

Inspector's Comments Regarding Innovative Practices:

N/A

| Command Suggestions for Statewide Improvement: |
Now that all X Numbers are issued by Facilities Section rather than Division offices, Facilities Section
has to increase their authorization time after a request is made. Area has been waiting 7 weeks for

authorization to fix exterior security lighting for the Area office.

| Inspector’s Findings:

All paperwork for the X Numbers drawn during this inspection period was complete and located filed in a
3 ring binder in the clerical office. One of the vendors providing service for an emergency repair to the
air conditioning service was completed by the contract vendor. This repair was outside the normal
services required by the contract so an X Number was used.
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Page 2

Command: Division: Inland Chapter: 3
Needles

Inspected by: Date:

Lt. J. P. Rasmussen 01/05/2009

[ Commander's Response:

N/A

| Inspector's Comments:

N/A

Required Action None

Corrective Action Plan/Timeline

N/A
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Command: Division: Inland Chapter: 3
Needles

Inspected by: Date:

Lt. J. P. Rasmussen 01/05/2009

Page 3

Appeal Process: (Appeals shall be filed within five (5) business days of the completed chapter inspection).

Commander’s Basis for Appeal:

N/A

| Appeal Review/Decision: (This shall be the only level of appeal).

N/A
? Signature: Date
\
\,/ M%/}%/ 01/05/2009
Res’pondmg Commander’s Signature (for appeal): Date:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Command: Division: Inland Number- 834
COMMAND INSPECTION PROGRAM EN?e?Ifbs- N
INSPECTION CHECKLIST valuated by: _

Lt. J. P. Rasmussen
Chapter 3, Command Procurements e S —
Contracts

INSTRUCTIONS: Answer individual items with “Yes” or “No” answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the “Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION Lead Inspector's Signature:
[] Division Level X Command Level P ol
SHPY Y i)
. _ _ Pl o8 e
[ ] Executive Office Level [] Voluntary Self-Inspection
FO”OW-Up ReqUired: I:l FO“OW-Up |nspection Ccnlr_\'}_alr_\gg[‘ss;gnalure: Date: 01/05/2009

) ¢ g \ SR,
[ ]Yes X No o / )bl S L/

For applicable policy, refer to: HPM 11.1, Chapter 22

1. Is a CHP 78 Contract Request used to initiate all .
service contracts which are repetitive, regardless of [JYes | [ONo | XN/A | Remarks:
the estimated dollar value?

2. Is a CHP 78 Contract Request used for one-time .
services exceeding $4,999.997? [IYes | [INo |XN/A | Remarks:

3. s the Office of Primary Interest (OPI} tracking
numbering beginning with the requesting command [IYes | [ONo | XN/A | Remarks:
three-digit location code used, followed by "CP” for
contract payable listed on the CHP 787

4. s the performance of contract services monitored

and documented? [1Yes | [INo |XN/a | Remarks:
5. Are all copies of correspondence with the vendor .
maintained? [] Yes [INo | X N/A Remarks:

6. Are letters for contracts documented and maintained
Remarks:

which outline any problems related to substandard or | (] Yes | [[JNo | X N/A
non-performance of the vendor?

7. Is the final product to be delivered described _
specifically and in as much detail as possible in the [JYes | [ONo | XN/A | Remarks:
CHP 787

8. Are all required levels of approval/signature obtained,
including the required documentation and approvals | [ Yes | [INo | X N/A IREMaTS:
for expedite and emergency contracts per HPM 11.1,
Chapter 22, before forwarding the CHP 78 or CHP
78A7?
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

Page

20of 4

9.

Are requests for contract services less than six
months from the anticipated start date of the contract
pre-approved by Assistant Commissioner, Staff, for
expedited processing?

[]Yes

1 No

X N/A

Remarks:

10.

Is all work completed and accepted by the
Department before expiration of contract agreement?

[]Yes

[1No

X N/A

Remarks:

11.

Are contract services performed according to the
quality, quantity, objectives, timeframes, and in the
manner specified in the contract (e.g., review
progress reports and interim products)?

[]Yes

[JNo

X N/A

Remarks:

12.

Are invoices for payment reviewed and approved to
substantiate expenditures for work performed and to
prevent penalties being assessed?

[]Yes

[ No

X N/A

Remarks:

13.

Are contract expenditures monitored to ensure there
are sufficient funds to pay for all services rendered
as required by contract?

[]Yes

[JNo

X N/A

Remarks:

14.

Does the requestor verify the contractor has fulfilled
all requirements of the contract before approving the
final invoice?

[]Yes

[ No

X N/A

Remarks:

15.

Is the final invoice identified and approved, as
appropriate and forwarded to Fiscal Management
Section for payment?

[]Yes

1 No

X N/A

Remarks:

16.

Are all applicable form sections of the CHP 78
completed?

[]Yes

] No

X N/A

Remarks:

17.

Do emergency contracts document and justify a
sudden, unexpected occurrence that poses a clear
and imminent danger, requiring immediate action to
mitigate the loss or impairment of life, health,
property, or essential public services?

[]Yes

[]No

X N/A

Remarks:

18.

Are all employees associated with the management
of a contract completing the CHP 78S, Conflict of
Interest Statement, Employee, form?

[] Yes

I No

X N/A

Remarks:

19.

Are problems concerning the contractor’s
performance fully documented in writing and made a
part of the contract manager’s contract file?

] Yes

[T No

X N/A

Remarks:

20.

Are contract amendment request dollar amounts
increased more than 30%?

[]Yes

[INo

X N/A

Remarks:

CHP 680F {Rev. 09-08) OP1 010




STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

Page 3of4

21.

Is the length of the contract amendment request
more than one year?

[] Yes

[ ] No

X N/A

Remarks:

22.

Are amendments requested before the expiration of
the original contract?

[] Yes

[INo

X N/A

Remarks:

23.

Is a service contract on a CHP 78, Contract Request
initiated for any commercial meeting/conference
room rental which is expected to exceed $4,999.99 in
total cost?

24,

Do conference room rental costs exceeding the $500 |

per day limit have pre-approval from Assistant
Commissioner, Staff?

[1No

X N/A

Remarks:

1 No

X N/A

Remarks:

25.

Are California Department of Justice (DOJ) and

Federal Bureau of Investigation (FBI) fingerprint
checks and driver license checks conducted for all of

the following types of agreements:

(1) Avionics Maintenance and Repair
(2) Helicopter Maintenance and Repair
(3) Instructor Services (on-site)

(4) Janitorial Services

(5) Consulting Services

X Yes

I No

LIN/A

Remarks: Coordinated through Area
with Contracts Management Unit.

26.

Is a driver license check conducted for, but not
limited to, all of the following types of agreements, if
the contractor and/or specifically assigned personnel
are scheduled to be on-site for more than 30 days:

(1) Alarm and Fire Alarm Monitoring

(2) Camera Maintenance and Repair

(3) Carpet Installation

(4) Diesel Generator Maintenance and Repair

(5) Dishwasher Maintenance and Repair

(6) Elevator Maintenance and Repair

(7) Fire Extinguisher Service

(8) Garage Door Maintenance and Repair

(9) Graphic Arts Equipment Maintenance and Repair
(10) Heating, Ventilation, and Air Conditioning Service
(11) Laundry/Linen Service

(12) Office Machine Maintenance and Repair

(13) Painting Services (interior of facility)

(14) Plumbing Services

(15) Scale Maintenance and Repair

(16) Steam Cleaning Services (Carpet, not scales)
(17) Telephone Services (cellular, satellite, and regular)
(18) Television Equipment Maintenance and Repair

(19)Uninterruptible Power Supply Maintenance and Repair

[ Yes

I No

X N/A

Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

Page

4 0of 4

27. Are all driver license and fingerprint information

forwarded to Contract Services Unit (CSU), along
with the contract number for retention after
Commander review?

28.

Is CSU advised by the command to determine if
adverse information discovered is grounds for
canceling the contract (i.e., adverse driver license
and/or criminal history information is received
regarding the contractor or the contractor's
personnel)?

X Yes

[ ]Yes

[INo

[INo

LIN/A

Remarks:

X N/A

Remarks:

20.

Are all invoices, records, and relevant documentation
maintained for three years after the final payment of
the contract?

X Yes

] No

LIN/A

Remarks:

30.

Is a log sheet maintained for a diary of activities
related to the contract?

31.

Is a computer file prepared for all contracts )
administered?

[]VYes

X No

C1N/A

Remarks:

[]Yes

X No

CIN/A

Remarks:

32,

Is a spreadsheet prepared listing all expenditures?

] Yes

X No

LIN/A

Remarks:

33.

Is the notification to the contractor documented for
the start date for services to begin?

X Yes

] No

L1 N/A

Remarks:

34.

Is the contractor contacted to determine if all invoices |

have been received in order to oversee the
completion of the contract?

X Yes

I No

LI N/A

Remarks:

35.

Do consultant services contracts of $1,000 or more
contain detailed performance criteria and a schedule
for performance? (SCM Vol. I, Ch. 3, Section 3.02.1)

[]Yes

(] No

X N/A

Remarks:

36.

Does the contract file contain the STD. 4 Contractor
Evaluation form for consultant contracts?
(SCM Vol. |, Ch. 3, Section 3.02.5)

(] Yes

{1 No

X N/A

Remarks:

37.

Does Contract work only begin after approval of the
final contract? (SCM Vol. 1, Ch. 4, Section 4.09)

X Yes

[ No

[1N/A

Remarks:

38.

Are the requirements for Government Code Section
19130 (a) or (b) documented and justified for
personal service contracts? (GC 19130 & SCM Vol. |,
Ch. 7, Section 7.05)

[]Yes

1 No

X N/A

Remarks:

39.

Are any contract payments made prior to the final
approval and execution of the contract? (SCM Vol. |,

Ch. 4, Section 4.09)

[]Yes

[T No

X N/A

Remuarks:
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STATE OF CALIFORNIA Command: Division: Inland Chapter: 3
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Needles

COMMAND INSPECTION PROGRAM Inspected by: Date:
EXCEPTIONS DOCUMENT Lt. J. P. Rasmussen 01/05/2009

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under “Forward to:" enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if
additional space is required.

TYPE OF INSPECTION [] Corrective Action Plan Included
[] Division Level X Command Level [] Appeal Included
[] Executive Office Level [] Attachments Included

Date:

Forward to: Commander's Signature:

Follow-up Required: Inland Division

01/05/2009

[1Yes  XNo Due Date: 12/31/2008 <[ _

229771 A/

Chapter Inspection: Chapter 3 Command Procurements Contracts

Inspector's Comments Regarding Innovative Practices:

N/A

| Command Suggestions for Statewide Improvement:

N/A

| Inspector’s Findings: ) |

The Needles Area has not originated any contracts at the Area level. Any contracts involving the Area
have been set up and approved through the Contracts Management Unit (CMU). Area has assisted with
collecting the fingerprints and driver License printout for the Janitorial contract and forwarded them to
CMU.
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

EXCEPTIONS DOCUMENT
Command: Division: Inland Chapter: 3
Needles
Inspected by: Date:

Page 2 Lt. J. P. Rasmussen |1 01/05/2009

| Commander’s Response:

Area has only monitored work completed at the Area by vendors under contract by the State. All
preparation and approval of billing statements is handled through CMU.

| Inspector's Comments:

N/A

Required Action None

Corrective Action Plan/Timeline

N/A

CHP 680A (Rev. 09-08) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Command: Division: Inland Chapter; 3
Needles
Inspected by: Date:

Page 3 Lt. J. P. Rasmussen 01/05/2009

Appeal Process: (Appeals shall be filed within five (5) business days of the completed chapter inspection).

Commander's Basis for Appeal:

N/A

| Appeal Review/Decision: (This shall be the only level of appeal).

N/A

Lead Ins ‘s Signature: Date:
— " TS 01/05/2009
P e

Re&sponding Commander's Signature (for appeal): Date:

CHP 6B0A (Rev. 09-08) OPI 010




STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Cal-Card Program

Page 10f2

Command: Division: Inland

Needles

Number: 834

Evaluated by:
Lt. J. P. Rasmussen

Date: 01/05/2009

Assisted by:

Date:

INSTRUCTIONS: Answer individual items with "Yes” or “No” answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the “Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the “Follow-up Inspection” box shall be marked and only deficient items need lo be re-inspected.

TYPE OF INSPECTION

[] Division Level

[ ] Executive Office Level

X Command Level

(] Voluntary Self-Inspection

Lead Inspector's Signature:

;%Z’dz ]S

Follow-up Required:
X Yes

] Follow-up Inspection

[ ] No

Commﬂdﬂg Signature:

Date: 01/05/2009

For applicable policy, refer to: HPM 11.2, Chapter 3

TS =
: -7//_?/2:1/:» p2rh S L7

1. Are all employees associated with the use of the Cal- .
Card program completing the CHP 78S, Conflict of XYes | [ONo |[JN/A | Remarks:
Interest Statement, Employee, form?

2. Are STD. 21 Drug Free Workplace cetrtifications _
maintained within the Cal Card command file for X Yes [JNo | [JN/A | Remarks:
each vendor utilized?

3. Are STD. 204 Payee Data Record forms maintained .
in the Cal Card command file for each vendor XYes | [ONo |[JN/A | Remarks:
utilized?

4. Are California Integrated Waste Management Board .

Form 74 documents maintained for each vendor X Yes [INo | [JN/A | Remarks:
utilized?

5. If the vendor is a small business or DVBE is utilized, ] ‘s S business's a Stat
H H H emarks: Some pusiness's a otate
is the certlflca!tlon Iettgr fr_om the Department of ] Yes X No 1 N/A contract is signed. Other business's
General Services maintained in the file? the certification letter will be filed in

the future.

6. When fair and reasonable is utilized, is the fair and R «s: The stat s reviewed

emarks: e statement IS reviewe
_reagqnable method documented and properly []Yes X No 1 N/A on the GHP 317. In the future a
justified? statement will be documented on the
paperwork for each purchase.

7. Are purchases split into multiple transactions in order .
to circumvent transaction purchase limits? [JYes | XNo |[IN/A |Remarks:

8. Does the CHP 317 Cal Card Log fully describe the .
purchase? XYes | [ONo |[IN/A | Remarks:

9. Are bank statements reconciled with the CHP 317 .

Cal Card Log and the receipts/invoices? XYes | [ONo |[IN/A | Remarks:

CHP 680D (Rev 09-08) OPI 010




STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Cal-Card Program

Page 20f2

10. Is the CHP 317 Cal Card Log properly authorized

and maintained? XYes | [ONo |[JN/A | Remarks:
11. Are credit invoices/receipts for returned items .
maintained with the bank statement? X Yes [INo | [JN/A | Remarks:
12. Do non-itemized purchase receipts/invoices _
document the purchase by listing the commodity, XYes | [INo |[JN/A | Remarks:
quantity, and unit price of the item(s) purchased on
the bank statement.
13. Are Cal Cards maintained in a secure area? ._
XYes | [INo | [JN/A | Remarks:
14. Are Cal Card purchases pre-approved by the _
commander? XYes | [ONo |[JN/A |Remarks:
15. Have all cardholders received training on the Remarks: Area's second Cal Card
Department's procurement processes? OvYes | XNo |[JNA h;r;;rhsa's n;‘?iﬁ:ﬁged the traming.
16. Are item(s) purchased with the Cal Card prohibited .
by departmental policy? [IYes | XNo |[QN/A | Remarks:

CHP 680D (Rev. 09-08) OPI 010




STATE OF CALIFORNIA Command: Division: Inland Chapter: 3
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Needles
COMMAND INSPECTION PROGRAM Inspected by: Date:

Lt. J. P. Rasmussen 01/05/2009

EXCEPTIONS DOCUMENT

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under “Forward to:” enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if

additional space is required.

TYPE OF INSPECTION X Corrective Action Plan Included
[ ] Division Level X Command Level [ Appeal Included
[] Executive Office Level [ Attachments Included
Follow-up Reguired: Ew(l);\xgrgif/?;ion Commander’s Signature; Date:
> , 01/05/2009
XYes  [1No Due Date: 12/31/2008 < i i DT

Inspector's Comments Regarding Innovative Practices:

N/A

| Command Suggestions for Statewide Improvement: ' _ ]

N/A

[ Inspector’s Findings: |

The certification letter regarding small businesses or DVBE from the Department of General Services
(DGS) was not attached to some of the statements for the Cal Card for vendors that the state does not

have a contract with.

No separate documentation was prepared “regarding fair and reasonable” when making purchases with
the Cal Card. The statement is reviewed on the CHP 317 Cal Card statement when purchases are

made.

The Area Commander and one of the Cal Card holders have attended procurement training. When local
training is provided in the future the second Cal Card holder will be scheduled to attend.

CHP 680A (Rev. 09-08) OPI 010



STATE OF CALIFORNIA

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Command- Division: Inland Chapter: 3
COMMAND INSPECTION PROGRAM Needles

Inspected by: Date:
EXCEPTIONS DOCUMENT Lt.pJ. P. Rasmussen 01/05/2009

Page 2

[ Commander’s Response: B |

Area will ensure a copy of the certification letter from DGS will be attached to all Cal Card invoices.
Area was unaware that separate documentation was suppose to made regarding “fair and reasonable”
when making purchases with the Cal Card. A separate notation will be made in the future. Additionally,
Area was not aware that all Cal Card holders were required to attend procurement training. The second
Cal Card holder will attend this training when available.

| Inspector's Comments: | ; _ )

N/A

Required Action:

1. Area shall ensure a copy of the certification letter from DGS for small businesses and DVBE is
maintained in file when a vendor meting the requirements is used.

2. A separate statement will be documented on the paperwork for Cal Card purchases regarding
“fair and reasonable” selection process was used when making purchases.

3. Areas second Cal Card holder will attend procurement training when available.

‘ Corrective Action Plan/Timeline i

ltems #1 and #2 listed above will be done immediately when items are purchased. ltem # 3 will be
completed when procurement training is scheduled locally within the Division.

CHP 680A (Rev 09-08) OPI1 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

EXCEPTIONS DOCUMENT
Page 3

Command: Division: Inland Chapter: 3
Needles

Inspected by: Date:

Lt. J. P. Rasmussen 01/05/2009

Appeal Process: (Appeals shall be filed within five (5) business days of the completed chapter inspection). .

Commander’s Basis for Appeal:

N/A

‘ Appeal Review/Decision: (This shall be the only level of appeal).

N/A

Lead Ins/?Signature: Date:
' /’_,> / (i«?ﬁw//‘j 01/05/2009
Date:

Rgs’ponding Commander's Signature (for appeal):

CHP 680A (Rev. 09-08) OPI1 010



STATE OF CALIFORNIA Command: Division: Chapter:
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Bishop laland 3
CONMMAND INSPECTION PROGRAM Inspected by: Date:
EXCEPTIONS DOCUMENT Sgt. Stephens, #10174 01/13/09

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under “Forward to:” enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if
additional space is required.

TYPE OF INSPECTION [ ] Corrective Action Plan Included
. -
[] Division Level Command Level [ Appeal Included
1 Executive Office Level [] Attachments Included
- SMyeunp) Reqiiless Forward to: Commander's Slgna!ure: | Date:/ p
. ) (‘" / /.-"j //‘ 3 -
P =S L ) {/)i"'
Lyes I No Due Date: ( 5.?“7,:7-'3,//"'"' WP A

Chapter Inspection:

Inspector's Comments Regarding Innovative Practices:

Inspector has not identified any discrepancies. Area follows proper policy and procedures.

| Command Suggestions for Statewide Improvement: - ' ]

Bishop Area strictly adheres to policy and closely monitors all transactions.

[ Inspector’s Findings:

Bishop Area Supervisors currently conduct quarterly audits of Command Procurements. No
discrepancies were noted and all paperwork follows policy as outlined in HPM 11.2, Chapter 3.

CHP 680A (Rev 09-08) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM Command Do Ghapter
EXCEPTIONS DOCUMENT Bishap__ —
Page 2 Sgt. Stephens, #10174 01/13/09

[ Commander's Response:
Commander assumes responsibility for the Bishop Command and ensures all policies and procedures
are strictly adhered to.

[ Inspector's Comments: - - |

Management monitors Command procurements through quarterly audits and inspections.

Required Action

Corrective Action Plan/Timeline
None

CHP 680A (Rev. 09-08) OP1010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

EXCEPTIONS DOCUMENT Command: Division: Chapter:
Inspected by: Date:
Page 3 Sgt. Stephens, #10174 01/13/09

Appeal Process: (Appeals shall be filed within five (5) business days of the completed chapter inspection).

Commander’s Basis for Appeal:
N/A

]ﬁppeal Review/Decision: (This shall be the only level of appeal). —]

Lead ns{) tors Signatug /&- A Date:
j Z JE7 /AT e s

Respondlng Commander‘s Signature (for ‘appeal): Date:

CHP 680A (Rev. 09-08) OP1010



Page 10f3
Command: Division: Number:
S EPARTVENT OF GALIFORNIA HIGHWAY PATROL Mojave Area | Inland 2%0
COMMAND INSPECTION PROGRAM | Frauatedby: ate:
INSPECTION CHECKLIST J. Baird, #10680, Sgt LC (0220
Chapter 3, Command Procurements N/A

Purchases

INSTRUCTIONS: Answer individual items with “Yes” or “No” answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "“Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the “Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

[] Division Level

] Executive Office Level

X Command Level

[ Voluntary Self-Inspection

Lead Inspector’s Signature:

% . /3,_,;1{7

Follow-up Required:

[]Yes

] Follow-up Inspection

Xl No

Date:

)21~

For applicable policy, refer to: HPM 11.2, Chapter 7

A s ]
Commander's Si ure; /
_ -
e —_—

1. Are participants in the procurement process at the Remarks: P?rticipan;s;petpe T
HH : it procurement proces amiliar wi
command level familiar with the related policies and K Yes | [ONo |LINA | PSR 12 Chapter 7. and related
procedures for purchasing? policies.
2. Have Approvers/reviewers of purchases received IF1<temalrk5: .Artzatapp_rovgrstgeviewers
HH ave recelved training In the
procurement training? Xyes | [ONo |[INA T o
3. Are prohibited items procured on CHP 43, Purchases Rem&}ﬂ;s:d Acﬁgdfﬂ Saarzplingdoft §
P complete was conaucted.
ReqUISItlonS? I:' Yes Iz No D N/A None were found to contain
prohibited items.
e Supplies for personally — owned equipment
e Commodities for personal use
¢ Confirming order
e Purchases via the internet

4. Are separate CHP 43s, Purchase Requisitions, .
prepared for commodity items obtainable from K Yes | [INo |[JN/A | Remarks:
different suppliers or from different statewide
commodity contracts?

5. Is all required information entered on the CHP 43, Remalrl;srd Acﬁgdfg Samplingdoft i

el N4 complete § was conducted.
Purchase ReqUISItlon? Yes D No D N/A All CHP 43’s were found to contain
the required information.

6. Are the CHP 43, Purchase Requisitions, numbered . .
consecutively, starting anew at the beginning of each | [X] Yes | [INo | [JN/A | Remarks: All CHP 435 were o 13
fiscal year (July 1)? SIRIREEC SIS

7. Are expedited requests for the purchase of goods .
forwarded to the Assistant Commissioner, Staff, for X Yes | [ONo | JN/A | Remarks:
approval?

CHP 680C (Rev. 09-08) OP1010




Page 20f3
STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL
COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases
8. Do specialized items purchased contain the .
appropriate Division, and/or OPI approvais? XK vYes | [ONo |[JN/A | Remarks:
9. Are the CHP 43, Purchase Requisitions, '
competitively bid? X Yes | [ONo |[JN/A | Remarks:
10. Does the CHP 315, Price Comparison Worksheet, ReTa_rk;:V CHP 315's tv(;/erfe found to
i i contain two price quotes Tor
document at least two price quotations? KYes | [JNo |[JNA acquisitions valued at less than
$5,000.
11. Are Limited Competitive Bidding purchase requests Remarks: Area had o limited
that limit or restrict the purchase to one specific [Oyes | [ONo | XINA majs == h
brand or model justified and in compliance with SAM Gempetiive Biddingigichases:
35557
12. Are Limited Competitive Bidding purchase requests Remarks: Area had no limited
for items that interface with existing departmental dYes | CINo | BIN/A | Ceme A o o ch
equipment in compliance with SAM 3555.37 Gompetitive Piddingigiiichases:
13. Do Non-Competitive Bid (NCB) purchase requests _ )
contain the NCB justification and NCB Corrective OvYes | CONo | XINA :ng‘la’ks' Not applicable at the Area
Action Plan documents? '
14. Are items checked immediately for content and Remaékif :terf;]s riczi\;e;icat ft\fe? afz
d "4 immediately checkea tor content an
damage when delivered? Yes | [ONo | [JNA damage. Employess are aware
damage must be noted on the
delivery receipt/slip.
15. Is the “received copy” of the purchase order _
approved, dated, and forwarded to the Fiscal Yes | [JNo |[[OJNA Eg;’ras”;sré'g::r;’,’:;rzzt‘:ém::je
Management Section (FMS), Account Payable Unit, forwarded to FMS within three
within three business days of receipt, if all items are business days of receipt.
accepted?
16. Are freight and/or packing slips attached to the _
received copy of the purchase order and sent to Yes | [JNo | [JN/A | Remarks:
FMS?
17. Is FMS provided a photocopy of the purchase order _
and any approved freight or packing slips as X Yes | [ONo |[JN/A | Remarks:
acknowledgement that a portion of the order has
been received?
18. Is the original “received copy” retained by the Remarks:
command for completion and forwarding to the FMS | K Yes | [JNo | [ N/A
when the complete shipment is received?
19. Are Damaged items delivered by common carrier Remarks: Employee’s are aware that
acknowledged on the freight bill by the carrier’s driver Yes | [INo | [JN/A | damaged items delivered by the

before being accepted?

suppliers employee are to be
refused.

CHP 680C (Rev. 09-08) OP1010




STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

Page 3of3

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases
20. Is Purchasing Services Unit (PSU) notified _
immediately by telephone, followed in writing either X vYes | [ONo |[JN/A | Remarks:
by a memorandum or e-mail, requesting cancellation
of the requisition or deletion of an item, if it is
determined that a commodity requested on a CHP 43
is no longer needed and a purchase order has not
yet been prepared?
21. Are open purchase orders periodically reviewed and .
investigated to ensure the orders are notopened for | X Yes | [JNo | [CJN/A Elfr’;‘;;'gz ggeear;‘;'r']‘;‘f’rse‘r‘rf’a?n”:;'en
an unreasonable length of time. (SAM 8422.0) beyond a reasonable time period.
22. Are copies of the purchase requisitions and purchase Remarks: Copies of purch
orders maintained for three years after payment? XvYes | [ONo | [JNA reem.af el Wi W
. quisitions/orders are maintained in
(SCM Vol. ll, Ch. 11, Topic 4) the command files in accordance with
current policy.
23. Are decisions documented to create a paper trail _ i
documenting the basis of the decisions made forthe | []Yes | [JNo | X N/A Eig’la’ks' Not applicable at the Area
purchase? (SCM Vol Il Ch. 2, Topic 11) ’
24. Are purchase orders split to evade competitive _ )
bidding requirements or to circumvent the [JYes | XINo | [JN/A | Remarks: Area does no spiit

Department’s delegated purchase authority limits?
(Public Contracts Code Section 10329)

purchase orders to circumvent policy.

CHP 680C (Rev. 09-08) OPI 010




STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

Command: Division: Chapter: 3
EXCEPTIONS DOCUMENT Mojave Area Inland (Pu?chases)
Page 1 Inspected by: Date:

J. Baird, #10680. Sgt. 12/05/2008

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under "Forward to:” enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if
additional space is required.

TYPE OF INSPECTION [] Corrective Action Plan Included
[ Division Level [X] Command Level (] Appeal Included
[ Executive Office Level (] Attachments Included

Forward to: Commander’s Signature: Date:

Inland Division % / )2 ~1S"

Due Date: 12/31/2008

Follow-up Required:

[JYes No

Chapter Inspection: Chapter 3, Command Procurements/Purchases

Inspector's Comments Regarding Innovative Practices:

None.

| Command Suggestions for Statewide Improvement:

None.

| Inspector’s Findings:

The Mojave Area commander, Lieutenant Leach, #11073, was interviewed regarding his role as it
relates to purchase procedures. He is aware it is his responsibility when signing the CHP 43 that the
requested item(s) meet the guidelines outlined in departmental policy. He ensures his designee is
aware of this responsibility as well. Area personnel involved in the acquisition process are familiar with
departmental policy as it relates to inconsistent and incompatible activities.

A random inspection of several CHP 43’s was conducted to determine compliance with departmental
policy. The command file contains properly completed CHP 43’s and copies of all related paperwork are

CHP 680A (Rev. 08-08) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

Command: Division: Chapter: 3
EXCEPTIONS DOCUMENT Mojave Area inland (Purchases)
Page 2 Inspected by: Date:

J. Baird, #10680. Sgt. 12/05/2008

attached. Each CHP 43 was found to be properly completed and numbered consecutively. CHP 43’s
were signed by the commander or his designee. When required, Division approval was obtained for
specialized items. Area does not split purchase orders to evade the bidding requirements. CHP 43’s
were submitted to PSU with all required attachments. Copies of purchase requisitions and purchase
orders are maintained in Area’s command files for three years as required by departmental policy.

items delivered to Area are checked immediately for content and damage. Area is aware of the proper
procedure to follow when damaged items are received. When all items are acceptable (no damage), the
“received copy” of the purchase order is approved, dated and forwarded to FMS within three business
days as required by policy. Area is aware of the procedure to follow when a partial shipment is received.

The Mojave Area purchases program is in compliance with current departmental policies and
procedures.

| Commander's Response:

Mojave Area is in compliance with current policy for purchases outlined in Chapter 3.

| Inspector's Comments: ]

N/A

Required Action

Corrective Action Plan/Timeline

N/A

CHP 680A (Rev. 09-08) OP1 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

Command: Division: Chapter. 3
EXCEPTIONS DOCUMENT Mojave Area Inland (Purchases)
Page 3 Inspected by: Date:

J. Baird, #10680. Sgt. 12/05/2008

Appeal Process: (Appeals shall be filed within five (5) business days of the completed chapter inspection).

Commander’s Basis for Appeal:

N/A

| Appeal Review/Decision: (This shall be the only level of appeal).

N/A

Lead Inspector's Signature: Date:
7\/\5,*_»7 Ce. =— ) 2.y2-09
Responding Commander's Signature (for appeal): Date:

CHP 680A (Rev. 09-08) OP1 010




STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL S Brision: SIS
COMMAND INSPECTION PROGRAM Mojave Area Tl 830
INSPECTION CHECKLIST Evaluated by: Date:
Chapter 3, Command Procurements J. Baird, #10680, Sgt. 10/29/2008
Cal-Card Program Assisted by: Date:

N/A

Page 1 0of2

INSTRUCTIONS: Answer individual items with “Yes” or “No” answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the “Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the “Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

Lead Inspector's Signature:

[] Division Level X Command Level /
[] Executive Office Level [] Voluntary Self-Inspection
Follow-up Required: [ Follow-up Inspection

[ 1]Yes Xl No

Commanders Sigpaturge; / Date:
,J/(gp S /2 ~r$ -5

For applicable policy, refer to: HPM 11.2, Chapter 3

—

1. Are all employees associated with the use of the Cal- o )
Card program completing the CHP 78S, Conflictof | [ Yes | [INo | [JN/A | Remarks: An inspection of the B2/
2 ard command file was conducted.
Interest Statement, Employee, form? CHP 78S's are maintained In the file
for each of Area’s Cal Card holders
(OSSI Palmer, #A5130, and Officer
Gohr, #12650).
2. Are STD. 21 Drug Free Workplace certifications R ‘s Ani 4ion of the Cal
H H T emarks: ninspectuon o e Ca
maintained within thg Cal Card command file for K Yes | [INo |[JNA B arcoriand fib wesicondiiclod
each vendor utilized? and the STD 21 forms were attached
to vendor files.

3. Are STD. 204 Payee Data Record forms maintained R s Ani ion of the Gal
H emarks: n inspection ¢ e Ca
in the CE)aI Card command file for each vendor K Yes | [JNo | CINA e leommand lo wastcenduciod
utilized? and the STD 204 forms were

attached to vendor files.

4. Are California Integrated Waste Management Board R ‘e AN ion of the Cal

H H emarks. n inspection o e La
Form 72 documents maintained for each vendor KlYes | [JNo |[NA Gardicommand® e wasisonduaiod
utilized® and the CIWMB Form 74's were
attached to vendor files as
appropriate. Copies of the Form 74
are attached to the CHP 317 Cal
Card Log as required.
5. If the vendor is a small business or DVBE is utilized, o .
is the certification letter from the Department of R Yes | CONo | [JN/A | Remarks: Aninspection ofthe Ca
. T \ 2 Card command file was conducted
General Services maintained in the file? and Small, Micro, and/or Disabled
Veteran-owned certification letters
from DGS were attached to vendor
files as appropriate.

6. When fair and reasonable is utilized, is the fair and _
reasonable method documented and properly Yes | [ONo | [JN/A | Remarks:
justified?

7. Are purchases split into multiple transactions in order

to circumvent transaction purchase limits?

Remarks: Area adheres to policy and
D Yes & No D N/A does not split multiple transactions to

circumvent purchase limits.

CHP 680D (Rev, 09-08) OPI 010




STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
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8. Does the CHP 317 Cal Card Log fully describe the

purchase? XK Yes | [INo | [CJN/A | Remarks:
9. Are bank statements reconciled with the CHP 317 Remarks: An Honrdite Bal
. - . 5 v emarks: An inspection of the Ca
Cal Card Log and the receipts/invoices? Yes | [JNo |[JN/A it A e
statements are reconciled with the
CHP 317 within three days of receipt
as required by policy. The
commander reviews and approves
documents.
10. Is the CHP 317 Cal Card Log properly authorized
and maintained? K Yes | [JNo |[JN/A | Remarks:
11. Are credit invoices/receipts for returned items .
maintained with the bank statement? XK Yes | [(ONo |[JN/A | Remarks:
12. Do non-itemized purchase receipts/invoices . ]
document the purchase by listing the commodity, X Yes | [JNo | [JN/A | Remarks: Aninspection of the Cal
. d WAt ofi i Card command file was conducted
quantity, and unit price of the item(s) purchased on and it was found that itemized
the bank statement. receipts/invoices were attached to the
CHP 317. Areais aware of the
procedure to follow if an item is
purchased and the supplier does not
provide an itemized receipt/invoice.
13. Are Cal Cards maintained in a secure area? e el ol
% emarks: Both of Area’s Cal Car
Yes | [INo | LIN/A | o (0SS! Palmer, #A5130, and
Officer Gohr, #12650) maintain their
respective Cal Cards in secure
locations.
14. Are Cal Card purchases pre-approved by the Remarks: In fhe A dor
2 7 emarks: In the Area commander's
commander’ Yes | [INo | LIN/A | e, 0SS! Paimer, #A5130, has
been authorized to pre-approve Cal
Card Purchases. This authorization
is documented in Area’s Standard
Operating Procedures.
15. Have all cardholders received training on the Remarks: 0SS! Palmer #A5130
, » emarks: almer, ,
Department's procurement processes Kyes | [JNo | [JNA and Officer Gohr, #12065. are the
only Cal Card holders at the Mojave
Area. They have both received the
appropriate training. CHP 317A’s are
on file for each Cal Card holder.
16. Are item(s) purchased with the Cal Card prohibited _
by departmental policy? ClYes | K No | [JN/A | Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

Command: Division: Chapter:
EXCEPTIONS DOCUMENT Mojave Area | Inland 3 (Cal Card)
Page 1 Inspected by: Date:

J. Baird, #10680. Sgt. 10/29/2008

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under “Forward to:" enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if
additional space is required.

TYPE OF INSPECTION [C] Corrective Action Plan Included
[] Division Level [X} Command Level [] Appeal Included
[J Executive Office Level [] Attachments Included

Follow-up Required: Forward tq: o Commander’s Signature: Date:
Inland Division

Ye X No ;/ 2, ﬂ e
L ves Due Date: 12/31/2008 % (% ~ - [ 2SS -5

Inspector's Comments Regarding Innovative Practices:

None.

| Command Suggestions for Statewide Improvement:

None.

| Inspector’s Findings:

The Mojave Area commander, Lieutenant Leach, was interviewed regarding his role as it relates to the
Cal Card program. He related the overall function of the Cal Card program is his responsibility. He has
a hands on approach in the oversight of the program and pre-approves all purchases. He has
designated OSSI Palmer, #A5130, the responsibility of pre-approving purchases in his absence. He
reviews all purchases, CHP 317’s, bank statements and invoices/receipts.

The Mojave Area has two Cal Card cardholders. Each cardholder is aware of the security
responsibilities of the Cal Card and its proper use. The cardholders have attended training in the use of
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Command: Division: Chapter:
EXCEPTIONS DOCUMENT Mojave Area Inland 3 (Cal Card)
Page 2 Inspected by: Date:

J. Baird, #10680. Sgt. 10/29/2008

the card and understand the policies and procedures contained in HPM 11.2, Chapter 3, Cal Card
Program. Training has been documented on a CHP 317A, Cal Card Holder Acknowledgment and
Responsibility form, which is retained in the Cal Card command file. Duties and responsibilities of the
cardholders are documented in the Area’s Standard Operating Procedures.

A random inspection of several CHP 317’s, Cal Card Log, was conducted to determine compliance with
departmental policy. Each transaction was found to be adequately explained and the purposes of the
purchases were documented. Each expenditure was verified with its corresponding invoice. Receipts
were found to contain the name of the vendor, description of item, quantity purchased, price per item
and amount of sales tax. Each expenditure was found to have been pre-approved by the Area
commander. All purchases were within the $1,000 limit. Splitting purchases to circumvent the single
purchase limit does not occur. Each CHP 317 contained the appropriate signatures.

The random inspection also included a review of several Cal Card bank statements. The postmarked
bank statement envelope was retained and attached to the bank statement. Each bank statement was
reconciled with the supplier receipts/invoices. No items were found to have been returned, therefore
there were no credits to verify. All documents were reconciled, reviewed by the Area commander and
forwarded to Inland Division within the three day limit.

A review of required documents to comply with the Governor's Executive Orders and mandated
legislation was conducted. Area’s Cal Card command file was found to contain the following
documents, where required: STD. 21, Drug-Free Workplace Certification; STD. 204, Payee Data
Record; California Integrated Waste Management Board, CIWMB 74, California Certified Small, Micro,
and/or Disabled Veteran-owned Certification Letter; and Fair and Reasonable Certification.

The Mojave Area Cal Card program is in compliance with current departmental policies and procedures.

| Commander’s Response:

The Cal Card program within the Mojave Area is in compliance with all current policies and procedures.
Much of the credit belongs to OSSI Sandra Palmer.

| Inspector's Comments:

N/A
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Command: Division: Chapter:
EXCEPTIONS DOCUMENT Mojave Area Inland 3 (Cal Card)
Page 3 Inspected by: Date:
J. Baird, #10680. Sgt. 10/29/2008

Corrective Action Plan/Timeline

N/A

Appeal Process: (Appeals shall be filed within five (5) business days of the completed chapter inspection).

Commander's Basis for Appeal:

N/A

| Appeal Review/Decision: (This shall be the only level of appeal).

N/A

Lead Inspectgs’s Sign ; - Date: r g
% Ao = —& v S 25 OB
Responding Commander's Signature (for appeal): Date:
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STATE OF CALIFORNIA

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Com'mand: Division: Number:
COMMAND INSPECTION PROGRAM | Mojave Area | Inland 830

valuate Y. ate:
INSPECTION CHECKLIST J. Baird, 10680, Sgt. 11/03/2008
Chapter 3, Command Procurements Assisted by: Date:
X-Number Program N/A '

Page 1 of 2

INSTRUCTIONS: Answer individual items with “Yes” or “No” answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the “Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the “Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

Lead Inspector’s Signature:

Division Level Command Level ' TR
D m % /\./)._‘____v_______‘_/
[] Executive Office Level [] Voluntary Self-Inspection

Follow-up Required: LI Follow-up Inspection

[ ]Yes X1l No

Commander'e-$i re; / Date:
/77 "‘e’-"ﬂj 12~ -

For applicable policy, refer to: HPM 11.1, Chapter 23

1. Are multiple X Numbers awarded to the same vendor R . HBn ofiherk
H imit? emarks: n inspection 0 e
to circumvent the $4,999 contract limit? [OYes | XINo | IN/A Nombere command file was
conducted. Multiple X Numbers are
not awarded to vendors to circumvent
contract limits.
2. Does all X Number file documentation contain the R s Ani o of the X
2 emarks: n inspection o e
STD. 204 Payee Data Record? Klyes | [ONo |[CNA Arplislogiit st
conducted and the STD 204 was
contained with the file documentation.
3. Do X Numbers requiring a contract (i.e., janitorial or . N
landscaping) have prior approval from the Business Yes | [JNo | [JN/A | Remarks: One X Number was
N . » obtained to provide temporary
Services Section commander? janitorial service to the Area office.
Appropriate approval was obtained
through channels prior to the X
Number being awarded.
4. Are X Number requests made prior to the date the R . - A
H 2 emarks: n inspecuon o e
services are performed? KYes | [OJNo |[N/A I e MO N e
request for an X Number after the
service had been performed. This
was an unavoidable isolated incident
and is explained in the attached
Exceptions Document.
5. Are X Numbers issued for a one-time use? .
Yes D No D N/A Remarks:
6. Are prohibited services performed using an X _
Number? [ Yes No | [JN/A | Remarks:
7. Are X Numbers used for the procurement of a .
service and not the purchase of a commodity? XKYes | [(ONo | [IN/A | Remarks:
8. Are X Numbers issued for telecommunications

related services pre-approved by
Telecommunications Section?

x Yes D No D N/A Remarks: An inspection of the X

Numbers command file was
conducted. Telecommunications
Section pre-approved all X Numbers
issued for telecommunications related
services.
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9. Do X Numbers used for facilities related services _ ,
(such as roof repair, electrical) costing over $1,000 [JYes | [ONo | [X]N/A | Remarks: No CHP 78X's were found
N o P to contain facility related services in
have prior approval from Facilities Section? excess of $1000.00.
10. Do X Numbers issued for lapsed contractual .
agreements have prior approval by the appropriate [OYes | [ONo | [ N/A | Remarks:
Assistant Commissioner?
11. Do all X Numbers awarded to a non-small business R ‘s S &P 150
H H : 2 emarks:. some s were
vendor contain three price quotations? [JYes | XINo | CIN/A found to not have three price
quotations. Most of these involved
emergency repairs that do not require
three price quotations. See
Exceptions Document for further
detalls.
12. Do all X Numbers awarded to a small business .
vendor contain the small business certification from K Yes | [JNo | [JN/A | Remarks:
the Department of General Services (DGS)?
13. Does the file documentation contain the STD. 21 R ‘e Ani tion of the X
o H emarks: An Inspection o e
Drug Frc’a)e workplace certification for X Number X Yes [ No CN/A Numbers command file was
vendors’ conducted and the STD 21 was
contained with the file documentation
14. Do emergency service X Numbers document and = R P—
H - L) emarks: S 101
justify the emergency? lz Yes D No D N/A emergency services were found to
have the emergency properly justified
in section 7 of the form.
15. Is the itemized invoice for each X Number service R Fon A I
: f . ’ n emarks: n inspection o e
maintained in the command’s files? K yes | [JNo |[JINA N e

conducted and the itemized invoices
were attached to copies of the CHP
78X.
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

Command: Division: Chapter: 3 (X-
EXCEPTIONS DOCUMENT Mojave Area Inland Number Program)
Page 1 Inspected by: Date:

J. Baird, #10680. Sgt. 11/03/2008

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under "Forward to:” enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if
additional space is required.

TYPE OF INSPECTION [ Corrective Action Plan Included
[] Division Level [X] Command Level [ Appeal Included
[CJ] Executive Office Level [] Attachments Included
Forward to: Commander’s Signature: Date:

Follow-up Required:

Inland Division
[ Yes X No / A -(J ( Z——/S‘_g"

Due Date: 12/31/2008

Inspector's Comments Regarding Innovative Practices:

None.

| Command Suggestions for Statewide Improvement:

None.

[ Inspector’s Findings:

The Mojave Area commander, Lieutenant Leach, #11073, was interviewed regarding his role as it
relates to the X Number program. He related the overall function of the X Number program is his
responsibility. He has a hands on approach in the oversight of the program. He is normally advised of
all services/repairs requiring an X Number. He reviews all CHP 78X’s, X Number Service Order, and
approves them. He has designated OSSI Palmer, #A5130, the responsibility of Area’s X Number
Coordinator and Sergeant McCormack, #11093, as the Alternate Coordinator.
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Page 2 Inspected by: Date:

J. Baird, #10680. Sgt. 11/03/2008

A random inspection of several CHP 78X’s, X Number Service Order, was conducted to determine
compliance with departmental policy. The X Numbers command file contains properly completed STD
204’s, Payee Data Record, and STD 21’s, Drug Free Workplace Certification, for each vendor. These
forms expire after three years and are renewed with vendors, as needed, when subsequent X Numbers
are awarded. The forms are maintained alphabetically in a binder for ease of reference. X Numbers are
properly issued for one-time use and none were issued for prohibited services. Itemized invoices for
each X Number are maintained in the command files.

CHP 78X’s for emergency and non-emergency services/repairs were reviewed for compliance with
departmental policy. CHP 78X’s for non-emergency service/repair were, for the most part, completed
properly. In instances where less than three vendor bids were obtained, the justification was contained
in Section 7, Type of Service Needed. By policy, the justification for less than three bids should be
explained in Section 14, Justification. This discrepancy was discussed with the Area commander and X
Number coordinator. Both related all future CHP 78X’s will have the justification contained in Section 14
of the form. X Numbers awarded for emergency service/repair were found to be properly documented
on the CHP 78X. The reason and justification for the emergency service/repair was adequately
explained in Section 7 of the form.

One CHP 78X was found to have been completed after the vendor provided the service. This was
determined to be an isolated incident in which both Area and the vendor believed the service was
warranty related. The vendor responded to the Area office and made repairs to an electric gate. The
vendor later realized the repair was due to parts they had not installed and therefore the service was not
warranty related. The vendor subsequently submitted an invoice to Area for payment of services.
Request for payment of the invoice was made through appropriate channels to the office of Assistant
Commissioner, Field. Payment of the invoice was approved and an X Number was awarded to the

vendor.

The Mojave Area X Number program is in compliance with current departmental policies and
procedures.

| Commander’s Response:

One minor discrepancy was uncovered during this inspection and measures have been taken to correct
the situation. Overall, the X Number program in Mojave has been used very efficiently. The credit for
this success rests mainly with OSSI Sandi Palmer.

| Inspector's Comments:

N/A
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT
Page 3

Required Action

Corrective Action Plan/Timeline

Command:

Mojave Area

Division:
Inland

Chapter: 3 (X-
Number Program)

Inspected by:

J. Baird, #10680. Sgt.

Date:

11/03/2008

N/A

Appeal Process: (Appeals shall be filed within five (5) business days of the completed chapter inspection).

Commander's Basis for Appeal:

N/A

| Appeal Review/Decision: (This shall be the only level of appeal).

N/A

Lead Inspector's Signature: Date:
AL = Se=— 2. 505
Responding Commander's Signature (for appeal): Date:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Gopand: R Number:
COMMAND INSPECTION PROGRAM  {Mojave Area_ | Infand 830
INSPECTION CHECKLIST Sgt. J. Baird, #10680 11/25/2008
Chapter 3, Command Procurements Assisted by: Date:
Contracts N/A

INSTRUCTIONS: Answer individual items with “Yes” or “No” answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the “Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the “Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

[C] Division Level

[C] Executive Office Level

] Command Level

[] Voluntary Self-Inspection

Lead Inspector's Signature:

ﬂ/\

P N

Follow-up Required: [ Follow-up Inspection | Commandgrs Signatyré: 1/ e
[]Yes No %'5 T (2S5

For applicable policy, refer to: HPM 11.1, Chapter 22

1. Is a CHP 78 Contract Request used to initiate all Remarks: Contract ‘

. . et emarks: contract requests are
service contracts which arg.\ repetitive, regardless of [Jyes | [JNo | XIN/A prepared by the appropriate Office of
the estimated dollar value® Primary Interest (OPI). This is not an

Area function.

2. Is a CHP 78 Contract Request used for one-time Remarks: Contract ‘

. - ) emarks: tontract requests are
services exceeding $4,999.997 OYes | ONo | XIN/A orepared by the appropriate OPI.

This is not an Area function.
3. Is the Office of Primary Interest (OPI) tracking . -
numbering beginning with the requesting command [dYes | [ONo | [XIN/A | Remarks: This is the responsibility of
- R = the appropriate OPI. This is not an
three-digit location code used, followed by “CP” for Area function.
contract payable listed on the CHP 78?7
4. s the performance of contract services monitored Rl A 7 .
2 emarks: IS Is the responsiblilty ©
and documented? D Yes D No & N/A the contract manager. This is not an
Area function.
5. Are all copies of correspondence with the vendor RamarkesFThis s i iility of
intai ? emarks: This is the responsibility o
maintained? D Yes D No !Zl N/A the Contract Services Unit (CSU).
This is not an Area function.

6. Are letters for contracts documented and maintained . -

which outline any problems related to substandard or | []Yes | [JNo | [X]N/A | Remarks: Thisis the responsibility of
the CSU. This is not an Area
non-performance of the vendor? function.

7. s the final product to be delivered described L ibility of
specifically and in as much detail as possible inthe | [J Yes | [J No N/A E:";i;ktfé;hrﬁgﬁggzrre?rﬂ?s"zbr:gg’ an
CHP 787 Area function.

8. Are all required levels of approval/signature obtained, . L
including the required documentation and approvals | [JYes | [INo | [X] N/A | Remarks: This is the responsibility of

for expedite and emergency contracts per HPM 11.1,
Chapter 22, before forwarding the CHP 78 or CHP
78A7?

the appropriate OPI. This is not an
Area function.
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INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

9. Are requests for contract services less than six e o
months from the anticipated start date of the contract | [JYes | [JNo | [XI N/A 5}2’2‘:}:&:‘:;;22 rre.sl.?fi’s"is;brllo'?' s
pre-approved by Assistant Commissioner, Staff, for Area function. '
expedited processing?

10. Is all work completed and accepted by the e -
Department before expiration of contract agreement? | []Yes | [INo | IXIN/A EZ’Z?)L';;;“A:;EQZrrei‘,’]‘i’snf's'br:'o'tty o

Area function.

11. Are contract services performed according to the e -
quality, quantity, objectives, timeframes, and in the [dYes | ONo N/A | Remarks: This is ggzrreiﬂ?s"f‘s'br:'gtya%f
manner specified in the contract (e.g., review Area function. '
progress reports and interim products)?

12. Are invoices for payment reviewed and approved to R Bes Rl invol e

i i emarks: Involces are reviewed,
substantiate expenditures for worl; performed andto | [ Yes | [INo | [IN/A et ridewas e tlybtotions |
prevent penalties being assessed* to Fiscal Management Section (FMS)

within the appropriate time frame.

13. Are contract expenditures monitored to ensure there o .
are sufficient funds to pay for all services rendered | [JYes | [JNo | XIN/A | Remarks: Tisis ;g:r’eiﬁ’]‘i’snf;blfgg’a%f
as required by contract? Area function. '

14. Does the requestor verify the contractor has fulfilled o L
all requirements of the contract before approvingthe | [JYes | O No | XIN/A E:”;ﬁ; kt?é;rthrﬁe:ﬁ ;g: rrei’r"?snis;bn"o'tty a‘;f
final invoice? Area function. '

15. Is the final invoice identified and approved, as o .
appropriate and forwarded to Fiscal Management K Yes | [ONo |[JNA aR::r‘j\;':; e 'f"o"rwgfje%’?o:e’;’;";f:ﬁt
Section for payment? to FMS within the appropriate time

frame.

16. Are all applicable form sections of the CHP 78 et TR R F R——

) emarks: 1S Is the responsibility O
Completed‘ D Yes D No & N/A the contract manager. This is not an
Area function.

17. Do emergency contracts document and justify a ‘

sudden, unexpected occurrence that poses a clear [JYes | [CINo | [XN/A | Remarks: Area has not had an
. . .. . . ; emergency contract.

and imminent danger, requiring immediate action to

mitigate the loss or impairment of life, health,

property, or essential public services?

18. Are all employees associated with the management o L
of a contract completing the CHP 78S, Conflict of [IYes | [OINo | XIN/A | B e e e a0t an
Interest Statement, Employee, form? Area function. '

19. Are problems concerning the contractor’s e s fo o F
performance fully documented in writing and madea | [JYes | [JNo | [XIN/A Ei’:irnktfé;hr':a'ﬁ;gerei’f]?sniss'b,:'gtya%
part of the contract manager’s contract file? Area function.

20. Are contract amendment request dollar amounts R bility of
increased more than 30%? D Yes D No g N/A Remarks: This is the responsibility o

the contract manager. This is not an
Area function.
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INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts
[ 21. Is the length of the contract amendment request o o
g o d 7 Remarks: This is the responsibility of
more than one ASel D Yes D No N/A the contract manager. This is not an
Area function.
22. Are amendments requested before the expiration of S Biliy of
Hp ) emarks. 1S IS the responsibility o
the orlglnal contract D Yes D No & N/A the contract manager. This is not an
Area function.
23. Is a service contract on a CHP 78, Contract Request e —
HeS H : emarks: Area nad no contracts tor
initiated for any commercial meeting/conference [(Oyes | [ONo | XINA commercial mesting/conferonce room
room rental which is expected to exceed $4,999.99 in rentals.
total cost?
24. Do conference room rental costs exceeding the $500 _
per day limit have pre-approval from Assistant [JYes | [ONo |[XIN/A | Remarks: Area had no contracts for
. conference room rentals.
Commissioner, Staff?
25. Are California Department of Justice (DOJ) and . i
Federal Bureau of Investigation (FBI) fingerprint X Yes | [INo | [JN/A | Remarks: DOJ and FBI fingerprint
) . and driver license checks are
checks aqd driver license checks conducted for all of conducted for the appropriate
the following types of agreements: contract vendors. Area has obtained
this information for such contracts as
(1) Avionics Maintenance and Repair the janitorial services provided for the
(2) Helicopter Maintenance and Repair Cache Creek Scale facility and the
i -si Inyokern Resident Post facility.
(3) Instructor Services (on-site)
(4) Janitorial Services
(5) Consulting Services
26. Is a driver license check conducted for, but not B e Der | Fed
Ho— H H Y% emarks. Driver ilicense checks are
limited to, all of the following types of agreements, if Yes | [dNo | [JN/A conducted as required for contracts

the contractor and/or specifically assigned personnel
are scheduled to be on-site for more than 30 days:

(1) Alarm and Fire Alarm Monitoring

(2) Camera Maintenance and Repair

(3) Carpet Installation

(4) Diesel Generator Maintenance and Repair

(5) Dishwasher Maintenance and Repair

(6) Elevator Maintenance and Repair

(7) Fire Extinguisher Service

(8) Garage Door Maintenance and Repair

(9) Graphic Arts Equipment Maintenance and Repair
(10) Heating, Ventilation, and Air Conditioning Service
(11) Laundry/Linen Service

(12) Office Machine Maintenance and Repair

(13) Painting Services (interior of facility)

(14) Plumbing Services

(15) Scale Maintenance and Repair

(16) Steam Cleaning Services (Carpet, not scales)
(17) Telephone Services (cellular, satellite, and regular)
(18) Television Equipment Maintenance and Repair

(19)Uninterruptible Power Supply Maintenance and Repair

requiring intermittent maintenance or
service. Adverse information is
reported to CSU as required.
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INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

27. Are all driver license and fingerprint information ) o
forwarded to Contract Services Unit (CSU), along K Yes | [ONo |[ONA t'ieg‘sa‘&kzﬁg ";fi‘r’g;’am“ is forwarded
with the contract number for retention after a '

Commander review?

28. Is CSU advised by the command to determine if ) L
adverse information discovered is grounds for KYes | [ONo |[INA f%i;”:r:;‘:&?g‘éesrze ;gf?;qmuaiﬁg’d" s
canceling the contract (i.e., adverse driver license '
and/or criminal history information is received
regarding the contractor or the contractor’ s
personnel)?

29. Are all invoices, records, and relevant documentation ) )
maintained for three years after the final paymentof | [ Yes | [JNo | [JN/A | Remarks Al r:z‘,‘:'éifn’rf::é"%fe”s‘ s
the contract? required.

30. Is a log sheet maintained for a diary of activities o
related to the contract? KYes | [INo | CINA | Rk e orall

contracts.

31. Is a computer file prepared for all contracts vs: This i th ity of
administered? Clves | CINo | BN/ | Boe e S manager. Thi i not an

Area function.
32. Is a spreadsheet prepared listing all expenditures? Remarks: This is the responsibility of
D Yes D No N/A the contréct manager. This is not an

Area function.

33. Is the notification to the contractor documented for . L
the start date for services to begin? [OYes | [INo N/A t'?]ee";i:,ktf;gthrﬁa'z;g: rrei'.’;?s"is;br:'gtyaf

Area function.

34. |s the contractor contacted to determine if all invoices . -
have been received in order to oversee the OvYes | ONo | XINA 5}2’222‘;3;“;2322 gl
completion of the contract? Area function. '

35. Do consultant services contracts of $1,000 or more o .
contain detailed performance criteria and a schedule | [JYes | [JNo | XIN/A miﬂigﬁf;;hﬁgzatg: rreﬁ_%‘i’;fs'b;'é?’a‘;‘f
for performance? (SCM Vol. |, Ch. 3, Section 3.02.1) Area function. '

36. Does the contract file contain the STD. 4 Contractor o .
Evaluation form for consultant contracts? COYes | COINo | KIN/A t'?]ee”;z:]ktf;;hr'j‘a'z ;g: rre#?;isslbrlloltty a‘;f
(SCM Vol. I, Ch. 3, Section 3.02.5) Area function. '

37. Does Contract work only begin after approval of the . i
final contract? (SCM Vol. 1, Ch. 4, Section 4.09) [OYes | CINo | RIN/A | o e er Tha o aot o

Area function.

38. Are the requirements for Government Code Section o o
19130 (a) or (b) documented and justified for Oves | CINo | KIN/A | B e e e anat
personal service contracts? (GC 19130 & SCM Vol. |, Area function. '

Ch. 7, Section 7.05)

39. Are any contract payments made prior to the final o -

approval and execution of the contract? (SCM Vol. |, | [Yes | [JNo |[XIN/A | Remarks: This s the responsibillty g

Ch. 4, Section 4.09)

the contract manager. This is not an
Area function.
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

Command: Division: Chapter:
EXCEPTIONS DOCUMENT Mojave Area Inland 3 (Contracts)
Page 1 Inspected by: Date:

J. Baird, #10680, Sgt. 11/25/2008

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under “Forward to:" enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if
additional space is required.

TYPE OF INSPECTION [] Corrective Action Plan Included
[] Division Level [X] Command Level [ Appeal Included
[ Executive Office Level [ Attachments Included

Forward to: Commander's Signature:
Inland Division

Follow-up Required:

Yes No
L] X Due Date: 12/31/2008

Chapter Inspection: Chapter 3, Command Procurements/Contracts

Inspector's Comments Regarding Innovative Practices:

None.

| Command Suggestions for Statewide Improvement: |

None.

| Inspector’s Findings:

After a review of the Command Inspection Program Inspection Checklist it was determined the majority
of the inspection items are the responsibility of the appropriate Office of Primary Interest and/or Contract
Services Unit. The inspection checklist items related to Area’s involvement in the contract process were
addressed through this self-inspection.

Contractual invoices for payment are reviewed and approved to substantiate expenditures for work

performed and to prevent penalties from being assessed. After being reviewed and approved by the
Area commander or his designee, all invoices are forwarded to Fiscal Management Section within the
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

Command: Division: Chapter:
EXCEPTIONS DOCUMENT Mojave Area Inland 3 (Contracts)
Page 2 Inspected by: Date:

J. Baird, #10680, Sgt. 11/25/2008

appropriate time frame. Invoices, records, and relevant documentation are retained in Area’s command
file for three years.

DOJ and FBI fingerprint and driver license checks are conducted for the appropriate contract vendors.
Area has obtained this information for such contracts as the janitorial services provided for the Cache
Creek Scale facility and Inyokern Resident Post facility. Driver license checks are conducted as
required for contracts requiring intermittent maintenance or service. Adverse information discovered
during these checks is reported to CSU as required.

Mojave Area’s involvement in contractual issues is in compliance with current departmental policies and
procedures.

| Commander's Response:

Area’s responsibility in this inspection is limited. However, our obligations have been consistently met.
Additionally, contracts are suspensed to the Area Coordinator six months prior to their expiration to allow
them to ensure the renewal is in process, plan for an extension if needed, and review the performance
of the vendor.

| Inspector's Comments:

N/A

Required Action

Corrective Action Plan/Timeline

N/A
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT
Page 3

Command:

Mojave Area

Division:
Inland

Chapter:
3 (Contracts)

Inspected by:

J. Baird, #10680, Sgt.

Date:
11/25/2008

Appeal Process: (Appeals shall be filed within five (5) business days of the completed chapter inspection).

Commander’s Basis for Appeal:

N/A

[ Appeal Review/Decision: (This shall be the only level of appeal).

N/A

Lead Inspector’s Signature: . Date: )
% Mxﬁéf pERap
ReSponding Commander's Signature (for appeal): Date:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST

Chapter 3, Command Procurements

Page 10f3
Command: Division: Number:
Bishop Inland 825
Evaluated by: ‘| Date:
R.A. Stephens, Sgt. 12/06/2008
Assisted by: Date:
0OSS1 Brewer 12/06/2008

Purchases

INSTRUCTIONS: Answer individual items with “Yes” or “No” answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the “Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the “Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

[] Division Level

Xl Command Level

Lead Inspector's Signature:

[] Executive Office Level 1 Voluntary Self-Inspection /ﬂ e :7 - //; / L St
Follow—up Required: . Com/nlander’s Sig_natq;e;ﬂ:m " 4 Dafe:/ o r(/
[]Yes No (] Follow-up Inspection / e DY L gpas A [

For applicable policy, refer to: HPM 11.2, Chapter 7
1. Are participants in the procurement process at the _

command level familiar with the related policies and Yes | [ONo | [JN/A | Remarks:
procedures for purchasing?
2. Have Approvers/reviewers of purchases received _
procurement training? XYes | [INo |[JN/A | Remarks:
3. Are prohibited items procured on CHP 43, Purchases _
Requisitions? [JYes | XINo | [JN/A | Remarks:
e Supplies for personally — owned equipment
e Commodities for personal use
e Confirming order
¢ Purchases via the internet
4. Are separate CHP 43s, Purchase Requisitions, . N
prepared for commodity items obtainable from X Yes | [INo |[JN/A | Remarks
different suppliers or from different statewide
commodity contracts?
5. s all required information entered on the CHP 43, .
Purchase Requisition? Yes | [ONo |[]N/A | Remarks:
6. Are the CHP 43, Purchase Requisitions, numbered
consecutively, starting anew at the beginning of each | [X] Yes | [1No | [ N/A | Remarks:
fiscal year (July 1)?
7. Are expedited requests for the purchase of goods '
forwarded to the Assistant Commissioner, Staff, for X Yes | [INo | [JN/A | Remarks:
approval?
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases

Page 20f3

Do specialized items purchased contain the
appropriate Division, and/or OPI approvals?

X Yes

[INo

LIN/A

Remarks:

Are the CHP 43, Purchase Requisitions,
competitively bid?

X Yes

[ No

[IN/A

Remarks: Due to our rural location,
competitive bid's are not always
possible,

10.

Does the CHP 315, Price Combarison Workshee;i,
document at least two price quotations?

X Yes

[INo

L1 N/A

Remarks:

11.

Are Limited Competitive Bidding purchase requests
that limit or restrict the purchase to one specific
brand or model justified and in compliance with SAM
35557

[]Yes

[INo

X N/A

Remarks:

12.

Are Limited Competitive Bidding purchase requests
for items that interface with existing departmental
equipment in compliance with SAM 3555.37

] Yes

[1No

X N/A

Remarks:

13.

Do Non-Competitive Bid (NCB) purchase requests
contain the NCB justification and NCB Corrective
Action Plan documents?

[1Yes

[[1No

N/A

Remarks:

14.

Are items checked immediately for content and
damage when delivered?

X Yes

15.

Is the “received copy” of the purchase order
approved, dated, and forwarded to the Fiscal
Management Section (FMS), Account Payable Unit,
within three business days of receipt, if all items are
accepted?

X Yes

[[1No

CIN/A

Remarks:

[ 1No

LIN/A

Remarks:

16.

Are freight and/or packing slips attached to the
received copy of the purchase order and sent to
FMS?

X Yes

1 No

LIN/A

Remarks:

17.

Is FMS provided a photocopy of the purchase order
and any approved freight or packing slips as
acknowledgement that a portion of the order has
been received?

X Yes

[INo

LIN/A

Remarks:

18.

Is the original “received copy” retained by the .
command for completion and forwarding to the FMS
when the complete shipment is received?

X Yes

[1No

[IN/A

Remarks:

19.

Are Damaged items delivered by common carrier
acknowledged on the freight bill by the carrier's driver
before being accepted?

X Yes

I No

LIN/A

Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL
COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases

20. Is Purchasing Services Unit (PSU) notified _
immediately by telephone, followed in writing either XvYes | [OINo |[IN/A | Remarks:
by a memorandum or e-mail, requesting cancellation
of the requisition or deletion of an item, if it is
determined that a commodity requested on a CHP 43
is no longer needed and a purchase order has not
yet been prepared?

21. Are open purchase orders periodically reviewed and o .
investigated to ensure the orders are not opened for | [ Yes | [INo | []N/A | Remarks:
an unreasonable length of time. (SAM 8422.0)

22. Are copies of the purchase requisitions and purchase ] )
orders maintained for three years after payment? Yes | [INo | CIN/A | Remarks:
(SCM Vol. I}, Ch. 11, Topic 4)

23. Are decisions documented to create a paper trail = .
documenting the basis of the decisions made forthe | [XI Yes | [JNo | [JN/A | Remarks:
purchase? (SCM Vol Il Ch. 2, Topic 11)

24. Are purchase orders split to evade competitive )
bidding requirements or to circumvent the [(JvYes | XINo |[N/A | Remarks:

Department’s delegated purchase authority limits?
(Public Contracts Code Section 10329)
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STATE OF CALIFORNIA

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Command: Division: Number:
COMMAND INSPECTION PROGRAM EB'SE?EE = Infand gaztf
INSPECTION CHECKLIST Y : '
Chapter 3, Command Procurements z;ﬁ\t;ds btye phens, Sgt 35596/08
Contracts 0SS1 Brewer 12/06/08

Page 10f4

INSTRUCTIONS: Answer individual items with “Yes” or “No” answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up

Inspection, the “Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

Lead Inspector’s Signature:

[] Division Level X Command Level
. i . / /’4 / 7 - -
| [ Executive Office Level [] Voluntary Self-Inspection /f B BN S /7 Y g///ﬁ/ﬂ y
Follow-up Required: [] Follow-up Inspection EommansErs S;igna..tt;': , Date; B [
g A A . RN VAl (
[]Yes No A AR il e
For applicable policy, refer to: HPM 11.1, Chapter 22
1. Is a CHP 78 Contract Request used to initiate all T T
H H i3 Nl emarks. Usually aone by
fr?ewézzrzg?é:jagtju\gr\l;:;uaers repetitive, regardless of Yes D No D N/A Headquarters or Facilities Section.
2. Is a CHP 78 Contract Request used for one-time '
services exceeding $4,999.997? [JYes | XINo |[JN/A | Remarks:
3. s the Office of Primary Interest (OP1) tracking -
numbering beginning with the requesting command Yes | [ONo | [IN/A | Remarks:
three-digit location code used, followed by “CP” for
contract payable listed on the CHP 78?2
4. s the performance of contract services monitored a s Not d o at A
emarks: Not aocumented at Area
and documented? [(dYes | XINo | CIN/A ol
5 Are all copies of correspondence with the vendor _ -
maintained? X Yes | [INo | []N/A | Remarks:
6. Are letters for contracts documented and maintained _
which outline any problems related to substandard or | X Yes | [INo | [JN/A | Remarks:
non-performance of the vendor? ‘
7. s the final product to be defivered described .
specifically and in as much detail as possible in the X Yes | [ONo |[JN/A | Remarks:
CHP 787
8. Are all required levels of approval/signature obtained, .
including the required documentation and approvals | X Yes | [JNo | [JN/A | Remarks:
for expedite and emergency contracts per HPM 11.1,
Chapter 22, before forwarding the CHP 78 or CHP
78A?
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

Page 2 0of4

9.

Are requests for contract services less than six
months from the anticipated start date of the contract
pre-approved by Assistant Commissioner, Staff, for
expedited processing?

X Yes

[ 1No

CIN/A

Remarks: Done at Headquarters

10.

Is all work completed and accepted by the
Department before expiration of contract agreement?

X Yes

1 No

LIN/A

Remarks:

11.

Are contract services performed according to the
quality, quantity, objectives, timeframes, and in the
manner specified in the contract (e.g., review
progress reports and interim products)?

X Yes

[INo

CIN/A

Remarks:

12.

Are invoices for payment reviewed and approved to
substantiate expenditures for work performed and to
prevent penalties being assessed?

Yes

[ No

CIN/A

Remarks:

13.

Are contract expenditures monitored to ensure there
are sufficient funds to pay for all services rendered
as required by contract?

X Yes

1 No

LI N/A

Remarks:

14.

Does the requestor verify the contractor has fulfilled
all requirements of the contract before approving the
final invoice?

X Yes

[INo

CIN/A

Remarks:

15.

Is the final invoice identified and approved, as
appropriate and forwarded to Fiscal Management
Section for payment?

X Yes

[ No

LIN/A

Remarks:

16.

Are all applicable form sections of the CHP 78
completed?

X Yes

] No

LIN/A

Remarks:

17.

Do emergency contracts document and justify a
sudden, unexpected occurrence that poses a clear
and imminent danger, requiring immediate action to
mitigate the loss or impairment of life, health,
property, or essential public services?

X Yes

1 No

[IN/A

Remarks:

18.

Are all employees associated with the manag'énﬁ'ent
of a contract completing the CHP 78S, Conflict of
Interest Statement, Employee, form?

X Yes

[INo

[IN/A

Remarks:

19.

Are problems concerning the contractor’s
performance fully documented in writing and made a
part of the contract manager’s contract file?

X Yes

[INo

L1N/A

Remarks:

20.

Are contract amendment request dollar amounts
increased more than 30%7?

[]Yes

1 No

X1 N/A

Remarks: Done at Headquarters
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

Page 3of4

21.

Is the length of the contract amendment request
more than one year?

X Yes

[1No

LI N/A

Remarks: Done at Headquarters

22.

Are amendments requested before the expiration of
the original contract?

X Yes

I No

LI N/A

Remarks:

23.

Is a service contract on a CHP 78, Contract Request
initiated for any commercial meeting/conference
room rental which is expected to exceed $4,999.99 in
total cost?

[1Yes

[INo

X N/A

Remarks: Not done at Area level.

24.

Do conference room rental costs exceeding the $500
per day limit have pre-approval from Assistant
Commissioner, Staff?

Yes

[ INo

LI N/A

Remarks:

25.

Are California Department of Justice (DOJ) and
Federal Bureau of Investigation (FBI) fingerprint
checks and driver license checks conducted for all of

the following types of agreements:

(1) Avionics Maintenance and Repair
(2) Helicopter Maintenance and Repair
(3) Instructor Services (on-site)

(4) Janitorial Services

(5) Consulting Services

X Yes

I No

LIN/A

Remarks:

26.

Is a driver license check conducted for, but not
limited to, all of the following types of agreements, if
the contractor and/or specifically assigned personnel
are scheduled to be on-site for more than 30 days:

(1) Alarm and Fire Alarm Monitoring

(2) Camera Maintenance and Repair

(3) Carpet Installation

(4) Diesel Generator Maintenance and Repair

(5) Dishwasher Maintenance and Repair

(6) Elevator Maintenance and Repair

(7) Fire Extinguisher Service

(8) Garage Door Maintenance and Repair

(9) Graphic Arts Equipment Maintenance and Repair
(10) Heating, Ventilation, and Air Conditioning Service
(11) Laundry/Linen Service

(12) Office Machine Maintenance and Repair

(13) Painting Services (interior of facility)

(14) Plumbing Services

(15) Scale Maintenance and Repair

(16) Steam Cleaning Services (Carpet, not scales)
(17) Telephone Services (cellular, satellite, and regular)
(18) Television Equipment Maintenance and Repair

(19)Uninterruptible Power Supply Maintenance and Repair

X Yes

[1No

L] N/A

Remarks: Completed if on-site more
than 30 days.
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

Page 4 of 4

27.

Are all driver license and fingerprint information
forwarded to Contract Services Unit (CSU), along
with the contract number for retention after
Commander review?

Yes

[l No

CIN/A

Remarks:

8.

Is CSU advised by the command to determine if
adverse information discovered is grounds for
canceling the contract (i.e., adverse driver license
and/or criminal history information is received
regarding the contractor or the contractor’ s
personnel)?

X Yes

I No

1 N/A

Remarks:

29.

Are all invoices, records, and relevant documentation
maintained for three years after the final payment of
the contract?

K Yes

1 No

1 N/A

Remarks:

30.

Is a log sheet maintained for a diary of activities
related to the contract?

X Yes

[1No

CIN/A

Remarks:

31

Is a computer file prepared for all contracts
administered?

[1Yes

X No

LIN/A

Remarks: Not completed at Area
level.

32.

Is a spreadsheet prepared listing all expenditures?

[ Yes

X No

[1N/A

Remarks:

33.

Is the notification to the contractor documented for
the start date for services to begin?

X Yes

] No

CIN/A

Remarks:

34.

Is the contractor contacted to determine if all invoices
have been received in order to oversee the
completion of the contract?

X Yes

[1No

[1N/A

Remarks:

35.

Do consultant services contracts of $1,000 or more
contain detailed performance criteria and a schedule
for performance? (SCM Vol. |, Ch. 3, Section 3.02.1)

X Yes

1 No

LIN/A

Remarks:

36.

Does the contract file contain the STD. 4 Contractor
Evaluation form for consultant contracts?
(SCM Vol. |, Ch. 3, Section 3.02.5)

X Yes

[ ]No

C N/A

Remarks:

37.

Does Contract work only begin after approval of the
final contract? (SCM Vol. 1, Ch. 4, Section 4.09)

X Yes

[INo

CIN/A

Remarks:

38.

Are the requirements for Government Code Section
19130 (a) or (b) documented and justified for
personal service contracts? (GC 19130 & SCM Vol. |,
Ch. 7, Section 7.05)

X Yes

[1No

[IN/A

Remarks:

39.

Are any contract payments made prior to the final
approval and execution of the contract? (SCM Vol. |,
Ch. 4, Section 4.09)

X Yes

[1No

LIN/A

Remarks:

CHP 680F (Rev. 09-08) OP1010




Page 10of2

STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Cqmmand: Division: Number:
COMMAND INSPECTION PROGRAM | Bishop_ Inland 62>

valuated by: ate:
INSPECTION CHECKLIST R.A. Stephens, Sgt. 12/06/2208
Chapter 3, Command Procurements Assisted by: Date:
X-Number Program 0SS1 Brewer 12/06/2008

INSTRUCTIONS: Answer individual items with “Yes” or “No” answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the “Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the “Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION Lead Inspector's Signature:

[] Division Level X Command Level

[_] Executive Office Level [] Voluntary Self-Inspection
Follow-up Required: [ Follow-up Inspection Cgﬂ_’l)mande_r'jjs'lgnalurel: v o Dé’tfi,/ 1,
I:I YeS NO ( e SO 4 7 o AE i i L /‘f;.-'-"ﬂ 4 (/ @]

i

For applicable policy, refer to: HPM 11.1, Chapter 23

1. Are multiple X Numbers awarded to the same vendor | _ _
to circumvent the $4,999 contract limit? [Yes | XINo |[IN/A | Remarks:

2. Does all X Number file documentation contain the _
STD. 204 Payee Data Record? Xl Yes | [ONo |[JN/A | Remarks

3. Do X Numbers requiring a contract (i.e., janitorial or _
landscaping) have prior approval from the Business Yes | [ONo |[IN/A | Remarks:
Services Section commander?

4. Are X Number requests made prior to the date the _
services are performed? X Yes | [INo | [IN/A | Remarks:

5. Are X Numbers issued for a one-time use?

Yes [ No | [IN/A Remarks:
6. Are prohibited services performed using an X .
Number? [1Yes X No |[INA Remarks:

7. Are X Numbers used for the procurement of a _
service and not the purchase of a commodity? XKl Yes | [ONo | [JN/A | Remarks:

8. Are X Numbers issued for telecommunications .
related services pre-approved by X Yes | [INo |[]NA | Remarks:
Telecommunications Section?

9. Do X Numbers used for facilities related services _
(such as roof repair, electrical) costing over $1,000 X Yes | [ONo | [IN/A | Remarks:

have prior approval from Facilities Section?

10. Do X Numbers issued for lapsed contractual .
agreements have prior approval by the appropriate Yes | [INo | [JN/A | Remarks:
Assistant Commissioner?
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COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
X-Number Program

Page 20f2

11. Do all X Numbers awarded to a non-small business

i i i <7 Remarks: Due to our rural location
vendor contain three price quotations? Yes | [ONo |[dN/A ottaining three separate bid's does
not always occur.
12. Do all X Numbers awarded to a small business .
vendor contain the small business certification from Yes | [INo | [JN/A | Remarks:
the Department of General Services (DGS)?
13. Does the file documentation contain the STD. 21 _
Drug Free workplace certification for X Number Yes | [INo |[JN/A | Remarks:
vendors?
14. Do emergency service X Numbers document and
justify the emergency? X Yes | [ONo | [IN/A | Remarks:
15. Is the itemized invoice for each X Number service '
maintained in the command's files? X Yes | [JNo |[JN/A |Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL —— — T
COMMAND INSPECTION PROGRAM | grcte Infand 825
INSPECTION CHECKL'ST Evaluated by; Date:
Chapter 3, Command Procurements R.A. Stephens, Sgt. 12/06/2008
Cal-Card Program Assisted by: Date:

OSS1 Brewer 12/06/2008

INSTRUCTIONS: Answer individual items with “Yes” or “No” answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the “Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the “Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION Lead Inspector’s Signature:

[] Division Level > Command Level

[] Executive Office Level [1 Voluntary Self-Inspection / /z% /
FO”OW-Up Required: [_] Follow-up Inspection Commanders S:gnature Date:

I:I Yes XI No {;_. : e;/:’" 5 "._,:-)_:/,.,,.. ) e 7"4(/67/5/

For applicable policy, refer to: HPM 11.2, Chapter 3

1. Are all employees associated with the use of the Cal- _
Card program completing the CHP 78S, Conflict of X Yes | [ONo | []N/A | Remarks:
Interest Statement, Empioyee, form?

2. Are STD. 21 Drug Free Workplace certifications _
maintained within the Cal Card command file for K Yes | [INo | []N/A | Remarks:
each vendor utilized?

3. Are STD. 204 Payee Data Record forms maintained

in the Cal Card command file for each vendor XIYes | [INo |[]N/A | Remarks:
utilized?

4. Are California Integrated Waste Management Board . _
Form 74 documents maintained for each vendor X Yes | [INo | [JN/A | Remarks:
utilized?

5. Ifthe vendor is a small business or DVBE is utilized, _
is the certification letter from the Department of Yes | [ONo |[JN/A | Remarks:
General Services maintained in the file?

6. When fair and reasonable is utilized, is the fair and

reasonable method documented and properly X Yes | [INo | [IN/A | Remarks:
justified?
7. Are purchases split into multiple transactions in order .
to circumvent transaction purchase limits? [(JYes | XINo |[JN/A | Remarks:
8. Does the CHP 317 Cal Card Log fully describe the .
purchase? X Yes | [ONo |[JN/A | Remarks:
9. Are bank statements reconciled with the CHP 317 _
Cal Card Log and the receipts/invoices? Yes | [ONo |[IN/A | Remarks:

CHP 680D (Rev 09-08) OP] 010




Page 20f2
STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL
COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Cal-Card Program
10. Is the CHP 317 Cal Card Log properly authorized . B
and maintained? K Yes | [ONo |[IN/A | Remarks:
11. Are credit invoices/receipts for returned items _
maintained with the bank statement? Yes | [ONo |[[]N/A | Remarks:
12. Do non-itemized purchase receipts/invoices .
document the purchase by listing the commodity, X Yes | [ONo |[]N/A | Remarks:
quantity, and unit price of the item(s) purchased on
the bank statement.
13. Are Cal Cards maintained in a secure area? _
Yes D No D N/A Remarks:
14. Are Cal Card purchases pre-approved by the .
commander? X Yes | [ONo | CJN/A | Remarks:
15. Have all cardholders received training on the _
Department's procurement processes? X Yes | [ONo | [JN/A | Remarks:
16. Are item(s) purchased with the Cal Card prohibited .
by departmental policy? CYes | X No | CIN/A | Remarks:

CHP 680D {Rev 09-08) OPI 010




STATE OF CALIFORNIA Command: Division: Chapter:
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Bishop Inland 3, Cal Card Program
COMMAND INSPECTION PROGRAM Inspected by: Date:
EXCEPTIONS DOCUMENT Sgt. Stephens, #10174 01/13/09

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under “Forward to:" enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if

additional space is required.

TYPE OF INSPECTION [1 Corrective Action Plan Included
[] Division Level X Command Level [ Appeal Included
[ ] Executive Office Level [] Attachments Included
Follow-up Required: Forward to: Commandersp&gnatu?: Date:
- /
— /’// < /"7 v / Z; ) )
ey AL /79,17 7
[ 'Yes XJ No Due Date: 4 g//;?‘,)//// _—y v / 0y

Chapter Inspection:

Inspector's Comments Regarding Innovative Practices:

Inspector has not identified any discrepancies. Area follows proper policy and procedures.

| Command Suggestions for Statewide Improvement: B ]

Bishop Area strictly adheres to policy and closely monitors all transactions.

[ Inspector’s Findings:

Bishop Area Supervisors currently conduct quarterly audits of the Cal-Card Program. No discrepancies
were noted and all paperwork follows policy as outlined in HPM 11.2, Chapter 3.

CHP 680A (Rev 09-08) OPi 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM Coand DV gfon Chapter: 3
EXCEPTIONS DOCUMENT Bishop - s
Page 2 Sgt. Stephens, #10174 01/13/09

| Commander's Response: ]

Commander assumes responsibility for the Bishop Command and ensures all policies and procedures
are strictly adhered to.

[ Inspector's Comments:

Management monitors Command procurements through quarterly audits and inspections.

Required Action

Corrective Action Plan/Timeline
None

CHP 680A (Rev 09-08) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

EXCEPTIONS DOCUMENT Command: Division: Chapter:
‘ BIShOp Inland 3
Inspected by: Date:
Sgt. Stephens, #10174 01/13/09

Page 3

Appeal Process: (Appeals shall be filed within five (5) business days of the completed chapter inspection).

Commander’s Basis for Appeal:

N/A

Leadyctor's Signat ﬁ, 2L jor?Y Date:
7 & J,AA— Y /- /T ecs
Responding Commander’s Signature (for appeal): Date:

CHP 680A (Rev 09-08) OPI 010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Command: Division: Chapter:
BiShOp Inland 3, Contracts
Inspected by: Date:

Sgt. Stephens, #10174 01/13/09

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under “Forward to:" enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if

additional space is required.

TYPE OF INSPECTION
[] Division Level X Command Level

[[] Executive Office Level

[] Corrective Action Plan Included

] Appeal Included

[] Attachments Included

Chapter Inspection:

Follow-up Required: Forward to: Commander’s Slgzattj[?j\ Date: y,
NES No Due Date: 2 N sk

Inspector's Comments Regarding Innovative Practices:

Inspector has not identified any discrepancies. Area follows proper policy and procedures.

[ Command Suggestions for Statewide Improvement:

Bishop Area strictly adheres to policy and closely monitors all transactions.

[ Inspector’s Findings:

All contract requests are usually done by Facilities Section or Headquarters. Contract services are not
documented at Area level and Area does not prepare a computer file for all contracts. This is also done

at Headquarters or Facilities.
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

EXCEPTIONS DOCUMENT . Division: Chapter: 3
Inspected by: Date:
Page 2 Sgt. Stephens, #10174 01/13/09

| Commander's Response:
Commander assumes responsibility for the Bishop Command and ensures all policies and procedures
are strictly adhered to.

[ Inspector's Comments:

Management monitors Command procurements through quarterly audits and inspections.

Required Action

Corrective Action Plan/Timeline
None

CHP 680A (Rev. 09-08) OPi 010



STATE OF CALIFORNIA

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Page 3

Command: Division: Chapter:
Bishop Inland 3

Inspected by: Date:

Sgt. Stephens, #10174 01/13/09

Appeal Process: (Appeals shall be filed within five (5) business days of the completed chapter inspection).

Commander's Basis for Appeal:

N/A

| Appeal Review/Decision: (This shall be the only level of appeal).

& = L/

7 »
Lead Inspettor’s Sigy % fié/ 3 Date:
or 7Y
) K. PN . - [~/ -Rcc S
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STAT‘E OF CALIFORNIA l Command: Division: Chapter:
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Bishop Inland 3, Purchases
COMMAND INSPECTION PROGRAM Inspected by: Date:
EXCEPTIONS DOCUMENT Sgt. Stephens, #10174 01/13/09

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under “Forward to:” enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if
additional space is required.

TYPE OF INSPECTION [1 Corrective Action Plan Included
[] Division Level [X] Command Level [] Appeal Included
[] Executive Office Level [] Attachments Included

Follow-up Required: Forward to: Commander’s Signature: ., Date: )
R Y
9 7w ) /,// /’:?*”ZJ
[1VYes X No Due Date: [/27/4/,?,,/&, DT

Chapter Inspection:

Inspector's Comments Regarding Innovative Practices:

Inspector has not identified any discrepancies. Area follows proper policy and procedures.

| Command Suggestions for Statewide Improvement:

Bishop Area strictly adheres to policy and closely monitors all transactions.

| Inspector’s Findings: B |

Bishop Area Supervisors currently conduct quarterly audits of Area’s purchases. No discrepancies were
noted and all paperwork follows policy as outlined in HPM 11.2, Chapter 7.
It should be noted that due to the rural location, competitive bids are not always possible.
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM Gommand Divsion Chapter 3
EXCEPTIONS DOCUMENT Bishop =
Page 2 Sgt. Stephens, #10174 01/13/09

| Commander’s Response:

Commander assumes responsibility for the Bishop Command and ensures all policies and procedures
are strictly adhered to.

[ Inspector's Comments:

Management monitors Command procurements through quarterly audits and inspections.

e uired Action

Corrective Action Plan/Timeline
None

CHP 680A (Rev. 09-08) OPI1010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

EXCEPTIONS DOCUMENT Command: Division: Chapter:
Blshop Inland 3
Inspected by: Date:
Page 3 Sgt. Stephens, #10174 01/13/09

Appeal Process: (Appeals shall be filed within five (5) business days of the completed chapter inspection).

Commander's Basis for Appeal:

N/A

[ Appeal Review/Decision: (This shall be the only level of appeal). |

Lead I% Signatysej /ﬁ—‘ #/0/77 Date:
— (T jl 5 //K—, S VAR (/L)

Responding Commander's Signature (for dppeal): Date:

CHP 680A (Rev 09-08) OP}010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Command: Division: Chapter:

Bishop Inland 3, X-Number
Program

Inspected by: Date:

Sgt. Stephens, #10174 01/13/09

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter

number of the inspection in the Chapter Inspection number. Under “Forward to:” enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if

additional space is required.

TYPE OF INSPECTION

[] Division Level [X] Command Level

[] Executive Office Level

[] Corrective Action Plan Included
[C] Appeal Included
[] Attachments Included

Chapter Inspection:

Follow-up Required: Forward to: Commander’'s Slgnatgre: Date: o
ST o '“fﬁl)".’/. 7 /f’)/} a
[1Yes X No Due Date: < PN 7/ i ety Ly

Inspector's Comments Regarding Innovative Practices:

Inspector has not identified any discrepancies. Area follows proper policy and procedures.

[ Command Sugéestions for Statewide Improvement:

Bishop Area strictly adheres to policy and closely monitors all transactions.

| Inspector’s Findings:

Bishop Area Supervisors currently conduct quarterly audits of the Area’s X-Number Program. No
discrepancies were noted and all paperwork follows policy as outlined in HPM 11.1, Chapter 23.

Due to Bishop Area’s rural location obtaining three separate bids does not always occur.
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

EXCEPTIONS DOCUMENT %"IZEZ”; L EDEEERS
Inspected by: Date:
Page 2 Sgt. Stephens, #10174 01/13/09
[ Commander’s Response: B

Commander assumes responsibility for the Bishop Command and ensures all policies and procedures
are strictly adhered to.

[ Inspector's Comments: ]

Management monitors Command procurements through quarterly audits and inspections.

Required Action

Corrective Action Plan/Timeline
None

CHP 680A (Rev 09-08) OP{ 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

EXCEPTIONS DOCUMENT
Command: Division: Chapter:
Bishop Inland 3
Inspected by: Date:
Page 3 Sgt. Stephens, #10174 01/13/09

Appeal Process: (Appeals shall be filed within five (5) business days of the completed chapter inspection).

Commander’s Basis for Appeal:
N/A

[Appeal Review/Decision: (This shall be the only level of appeal). ]

—
Lead Inspettor's Si re: 77/ Date:
4 . T e ?y
__7{,.:.\)_} //M/ JGC~ /'/L)?(;!GG? B
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STATE OF CALIFORN!IA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements

Page 10f3
Command: Division: Number:
Bridaeport  [Inland 820
Evaluated by: Date;
i gC\m Morrdomery ;0/25/08
ssisted by: ate:

Purchases

INSTRUCTIONS: Answer individual items with “Yes” or "No" answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the “Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the "Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

] Division Level

[] Executive Office Level

XJ Command Level

] Voluntary Self-Inspection

Lead Inspector's Signature:

T

Follow-up Required:
[ ]Yes

(] Follow-up Inspection

N No

Commander's Signature:

Date:

\ \\\&LQ\ O

For applicable policy, refer to: HPM 11.2, Chapter 7

\S\\—.

1.

Are participants in the procurement process at the
command level familiar with the related policies and
procedures for purchasing?

M Yes | [JNo

LI N/A

Remarks: Yacer vt

procuremert g
on Yz lovos

Have Approvers/reviewers of purchases received
procurement training?

ElvYes | B4 No

LJN/A

Remarks:

Are prohibited items procured on CHP 43, Purchases
Requisitions?

e Supplies for personally - owned equipment
¢ Commoadities for personal use

o  Confirming order

e Purchases via the internet

[JYes | B No

LIN/A

Remarks:

Are separate CHP 43s, Purchase Requisitions,
prepared for commodity items obtainable from
different suppliers or from different statewide
commodity contracts?

JYes | X No

LI N/A

Remarks:

Is all required information entered on the CHP 43,
Purchase Requisition?

[INo

[IN/A

Remarks:

Are the CHP 43, Purchase Requisitions, numbered
consecutively, starting anew at the beginning of each
fiscal year (July 1)?

] No

LIN/A

Remarks:

Are expedited requests for the purchase of goods
forwarded to the Assistant Commissioner, Staff, for
approval?

[T No

L] N/A

Remarks:

CHP 680C (Rev 09-08) OP1 010




STATE OF GALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements

Page 20f3

v

before being accepted?

Purchases
8. Do specialized items purchased contain the _
appropriate Division, and/or OPI approvals? K Yes | [ONo | []N/A | Remarks:
9. Arethe CHP 43, Purchase Requisitions, Avto Tech VS
competitively bid? MvYes | [INo |[]NA |Remaks purelnaaing
) ] |eemice s for est weevlt
10. Does the CHP 315, Price Comparison Worksheet, - most PR's
i 1 emarks: -
document at least two price quotations? <dYes | BKINo |[IN/A are. for ‘\‘\Te_.é‘r ‘
S — D__COmMmM |
11. Are Limited Competitive Bidding purchase requests ' +had.' ind
that limit or restrict the purchase to one specific [1Yes | [JNo |[XN/A | Remarks: PU(C}@S\V
brand or model justified and in compliance with SAM U \\ 8@3{" CVUO'W‘:'D
35557
12. Are Limited Competitive Bidding purchase requests .
for items that interface with existing departmental [(JYes | [ONo |PAN/A | Remarks:
equipment in compliance with SAM 3555.3?
13. Do Non-Competitive Bid (NCB) purchase requests .
contain the NCB justification and NCB Corrective [OYes | [INo | XJN/A | Remarks:
Action Plan documents?
14. Are items checked immediately for content and ‘
damage when delivered? AAYes | [INo |[JN/A | Remarks:
15. Is the "received copy" of the purchase order _
approved, dated, and forwarded to the Fiscal IX[Yes [INo |[JN/A | Remarks:
Management Section (FMS), Account Payable Unit,
within three business days of receipt, if all items are
accepted?
~16. Are freight and/or packing slips attached to the _ . o
received copy of the purchase order and sent to XYes | [ONo | [JN/A | Remarks:
FMS?
17. Is FMS provided a photocopy of the purchase order _
and any approved freight or packing slips as [Yes | XINo | [JN/A | Remarks:
acknowledgement that a portion of the order has
been received?
18. Is the original “received copy” retained by the _
command for completion and forwarding to the FMS | [XYes | [JNo | [ N/A | Remarks:
when the complete shipment is received?
19. Are Damaged items delivered by common carrier .
acknowledged on the freight bill by the carrier's driver KYes [INo | [JN/A | Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases

Page 3of3

20.

is Purchasing Services Unit (PSU) notified
immediately by telephone, followed in writing either
by a memorandum or e-mail, requesting cancellation
of the requisition or deletion of an item, if it is
determined that a commodity requested on a CHP 43
is no longer needed and a purchase order has not
yet been prepared?

] Yes

[T No

N/A

Remarks:

haue not cancelled
a PR

21.

Are open purchase orders periodically reviewed and
investigated to ensure the orders are not opened for
an unreasonable length of time. (SAM 8422.0)

R yes

[ No

LI N/A

Remarks:

Are copies of the purchase requisitions and purchase
orders maintained for three years after payment?
(SCM Vol. il, Ch. 11, Topic 4)

B(_Yes

] No

] N/A

Remarks:

23.

Are decisions documented to create a paper trail
documenting the basis of the decisions made for the
purchase? (SCM Vol Il Ch. 2, Topic 11)

[]Yes

X] No

L] N/A

Remarks:

24.

Are purchase orders split to evade competitive
bidding requirements or to circumvent the
Department's delegated purchase authority limits?
(Public Contracts Code Section 10329)

[] Yes

LI N/A

Remarks:

CHP 680C (Rev 09-08) OPI 010



STATiE OF CA“LIFORNIA . Command: Division: Chapter:
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Bridgeport Inland 3, Purchases
COMMAND INSPECTION PROGRAM Inspected by: Date:
EXCEPTIONS DOCUMENT G. Montgomery 11/14/2008

INSTRUCTIONS: This document shail be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under “Forward to:" enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if
additional space is required.

TYPE OF INSPECTION L] Corrective Action Plan Included
[_] Division Level IZ/Command Level [] Appeal Included
] Executive Office Level [] Attachments Included

Inland Division

[ Yes W Due Date: 12/31/2008 /CQI

Follow-up Required: Forward to: Commander's ngna

Chapter Inspection: Chapter 3; Purchases

Inspector's Comments Regarding Innovative Practices:

It would be of great assistance if Headquarters published a list of current vendors under contract for
commodity purchases.

| Command Suggestions for Statewide Improvement:

The suggestion made above would benefit the entire Department and reduce the need for assistance
from Headquarters.

| Inspector’s Findings: ]

The vast majority of purchases are for items related to Fleet Operations.
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

EXCEPTIONS DOCUMENT
Page 2

Command:

Bridgeport

Division:
Inland

Chapter:
3: Purchases

Inspected by:
G. Montgomery

Date:

11/14/2008

| Commander's Response:

| concur most purchases are for Fleet Operations

| Inspector’'s Comments:

None

equired Action: None

Corrective Action Plan/Timeline:

DNA

CHP 680A (Rev. 09-08) OP! 010




STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

Command: Division: Chapter:
EXCEPTIONS DOCUMENT Bridgeport Inland 3; Purchases
Inspected by: Date:
Page 3 G. Montgomery 11/14/2008

Appeal Process: (Appeals shall be filed within five (5) business days of the completed chapter inspection). -

Commander’s Basis for Appeal:

DNA

| Appeal Review/Decision: (This shall be the only level of appeal).

DNA

Lead Inspector's Sigg ure: Date:
(o i 1l for

Responding Commander's Signature (for appeal): Date:

CHP 680A (Rev. 09-08) OPI 010



STATE OF CALIFORNIA .
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Command
COMMAND INSPECTION PROGRAM FE‘V Lac QQPOH

INSPECTION CHECKLIST
Chapter 3, Command Procurements
X-Number Program

Page 10f2

Division:

Intand.

Number:

£20

Cwet

Hin Mpntdomary

Date/‘ 4 /%

Assisted by

Daté:

INSTRUCTIONS: Answer individual items with “Yes” or "No” answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the "Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION
[_] Division Level Command Level

] Executive Office Level

[_] Voluntary Self-Inspection

Lead Inspector's Signature:

Qrorgomary

Follow-up Required: [T Foliow-up Inspection | Comman w) Date:
[ ]Yes No \\ Q\Q\U%

For applicable policy, refer to: HPM 11.1, Chapter 23

1.

Are multiple X Numbers awarded to the same vendor

Assistant Commissioner?

to circumvent the $4,999 contract limit? [JYes | B No |[[JN/A | Remarks:

2. Does all X Number file documentation contain the .
STD. 204 Payee Data Record? X Yes | [ONo | []N/A | Remarks:

3. Do X Numbers requiring a contract (i.e., janitorial or .
landscaping) have prior approval from the Business [JYes | [JNo N/A [} Remarks:
Services Section commander?

4. Are X Number requests made prior to the date the _
services are performed? X Yes | [ONo |[JN/A | Remarks:

5. Are X Numbers issued for a one-time use? .

X Yes | [I1No | []N/A | Remarks: -

6. Are prohibited services performed using an X _
Number? [(dYes | X No |[JN/A | Remarks:

7. Are X Numbers used for the procurement of a _
service and not the purchase of a commodity? X Yes | [[INo | [JN/A | Remarks:

8. Are X Numbers issued for telecommunications _
related services pre-approved by [JYes | [ONo |[XN/A | Remarks:
Telecommunications Section?

9 Do X Numbers used for facilities related services _
(such as roof repair, electrical) costing over $1,000 W Yes | [INo | [IN/A | Remarks:
have prior approval from Facilities Section?

~10. Do X Numbers issued for lapsed contractual _
agreements have prior approval by the appropriate [(JYes | [JNo ~KIN/A RCULEILES
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Page 20f2
STATE OF CALIFORNIA ,
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL
COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
X-Number Program

11. Do all X Numbers awarded to a non-small business .
vendor contain three price quotations? X Yes | [INo |[JN/A | Remarks:

12. Do all X Numbers awarded to a small business .
vendor contain the small business certification from [JYes | [JNo 7 | Remars:
the Department of General Services (DGS)?

13. Does the file documentation contain the STD. 21 . -
Drug Free workplace certification for X Number Yes | [ONo |[JN/A | Remarks:
vendors?

14. Do emergency service X Numbers document and -
justify the emergency? ™Yes | [INo |[INA | Remarks:

| 15. Is the itemized invoice for each X Number service .
maintained in the command’s files? X Yes | [ONo |[JN/A | Remarks:




STATE OF CALIFORNIA Command: Division: Chapter:
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Bridgeport Inland 3; X Number
COMMAND INSPECTION PROGRAM Inspected by: Date:
EXCEPTIONS DOCUMENT G. Montgomery 11/14/2008

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under “Forward to:" enter the next level of command where the document
shall be routed to and its due date. This document shali be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if
additional space is required.

TYPE OF INSPECTION [] Corrective Action Plan Included
[1 Division Level E/Command Level [ Appeal Included
[C] Executive Office Level [] Attachments Included 5

Commander's Signature: Date:

A S22

Forward to:
Inland Division

Follow-up Required:

[] Yes [Fro

Due Date: 12/31/2008

Chapter Inspection: Chapter 3: X Number

Inspector's Comments Regarding Innovative Practices:

None

| Command Suggestions for Statewide Improvement: |
None

| Inspector’s Findings: ]

Due to the remote Area of the Command, the three bid requirement is extremely difficult to obtain.
Certified Small Business and Minority Owned Businesses are few and far between. Many businesses
contacted are not aware of the Certified Small Business program

CHP 680A (Rev. 09-08) OP1 010



STATE OF CALIFORNIA .
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Page 2

Command: Division: Chapter:
Bridgeport Inland 3; X Number
Inspected by: Date:

G. Montgomery 11/14/2008

| Commander’s Response:

The Area routinely explains the process for business owners to apply to be Certified Small Business

status.

| Inspector's Comments:

None

equir'ed Action: None

Corrective Action Plan/Timeline:

DNA

CHP 680A (Rev. 09-08) OPI 010




STATE OF GALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Page 3 G. Montgomery

Command: Division: Chapter:

Bridgeport Inland 3; X Number

Inspected by: Date:
11/14/2008

Appeal Process: (Appeals shall be filed within five (5) business days of the completed chapter inspection).

Commander’s Basis for Appeal:

DNA

| Appeal Review/Decision: (This shall be the only level of appeal).

DNA

A
Lead Inspector’s Signatu;%
@ [ /[_@ A

Date:
///t//aj)

Responding Commandefs Signaturé (for appeal):

Date:

CHP 680A (Rev. 09-08) OP1 010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Sommand: Division: Number:
COMMAND INSPECTION PROGRAM @&%orh Inlaind DateaQ- O
INSPECTION CHECKLIST '

Chapter 3, Command Procurements gs‘,ﬁ,‘%{‘m Morﬁqomuy Sate/ 0L/602
Contracts

INSTRUCTIONS: Answer individual items with "Yes" or “No” answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the “Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the “Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected. .

"TYPE OF INSPECTION Lead Inspector’s Signature:
[] Division Level [M\Command Level Mg , ’ :1@ MOy ? -
[_] Executive Office Level [ ] Voluntary Self-Inspection éj
o FO”OW-Up Required: N [] Follow-up Inspection Commanders Signa(ure Date: —
[JYes  [4No o / S b-OF
—

For applicable policy, refer to. HPM 11.1, Chapter 22

1. Is a CHP 78 Contract Request used to initiate all _
service contracts which are repetitive, regardless of [JYes | BANo |[JN/A | Remarks:
the estimated dollar value?

2. Is a CHP 78 Contract Request used for one-time .
services exceeding $4,999.99? [JYes | BdNo | []N/A | Remarks:

3. Is the Office of Primary Interest (OPI) tracking
numbering beginning with the requesting command CdYes | XNo | [JN/A | Remarks:
three-digit location code used, followed by "CP” for
contract payable listed on the CHP 787

4. Is the performance of contract services monitored _
and documented? [IYes | (INo | [IN/A | Remarks:

5. Are all copies of correspondence with the vendor v
maintained? DdYes.| [INo |[JN/A | Remarks:

6. Are letters for contracts documented and maintained _
which outline any problems related to substandard or | DX Yes | [[INo | [JN/A Remarks:
non-performance of the vendor?

7. s the final product to be delivered described _
specifically and in as much detail as possible in the R Yes | ONo | [JN/A | Remarks:
CHP 787

8. Are all required levels of approval/signature obtained,
including the required documentation and approvals | []Yes | [JNo | K] N/A | Remarks:
for expedite and emergency contracts per HPM 11.1,
Chapter 22, before forwarding the CHP 78 or CHP
78A7

CHP 680F (Rev 09-08) OPI 010




STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

Page

20f4

9. Are requests for contract services less than six
months from the anticipated start date of the contract
pre-approved by Assistant Commissioner, Staff, for
expedited processing?

[]Yes

1 No

X N/A

Remarks:

10. Is all work completed and accepted by the
Department before expiration of contract agreement?

11. Are contract services performed according to the
quality, quantity, objectives, timeframes, and in the
manner specified in the contract (e.g., review
progress reports and interim products)?

¥ Yes

R Yes

[1No

[ ] N/A

Remarks:

[INo

LIN/A

Remarks:

12. Are invoices for payment reviewed and approved to
substantiate expenditures for work performed and to
prevent penalties being assessed?

X Yes

] No

L1 N/A

Remarks:

13. Are contract expenditures monitored to ensure there
are sufficient funds to pay for all services rendered
as required by contract?

[]Yes

] No

PIN/A

Remarks:

14. Does the requestor verify the contractor has fulfilled
all requirements of the contract before approving the
final invoice?

X Yes

[INo

[1N/A

Remarks:

"~ 15. Is the final invoice identified and approved, as
appropriate and forwarded to Fiscal Management
Section for payment?

m Yes

[T No

[1N/A

Remarks:

completed?

" 17. Do emergency contracts document and justifya

sudden, unexpected occurrence that poses a clear
and imminent danger, requiring immediate action to
mitigate the loss or impairment of life, health,
property, or essential public services?

[]Yes

] No

N/A

Remarks:

[] Yes

[ No

X N/A

Remarks:

18. Are all employees associated with the management
of a contract completing the CHP 78S, Conflict of
Interest Statement, Employee, form?

[]Yes

Kl No

LI N/A

Remarks:

19. Are problems concerning the contractor’s
performance fully documented in writing and made a
part of the contract manager’s contract file?

[]Yes

[J No

R N/A

Remarks:

20. Are contract amendment request dollar amounts |
increased more than 30%?

[] Yes

[JNo

RN/A

Remarks:

CHP 680F (Rev 09-08) OP1010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

Page 3of4

21. Is the length of the contract amendment request
more than one year?

[]Yes

I No

1 N/A

Remarks:

~ 22. Are amendments requested before the expiration of
the original contract?

[] Yes

[1No

DA N/A

Remarks:

23. Is a service contract on a CHP 78, Contract Request
initiated for any commercial meeting/conference
room rental which is expected to exceed $4,999.99 in
total cost?

[]Yes

[JNo

B N/A

Remarks:

24. Do conference room rental costs exceeding the $500
per day limit have pre-approval from Assistant
Commissioner, Staff?

25. Are California Department of Justice (DOJ) and
Federal Bureau of Investigation (FBI) fingerprint
checks and driver license checks conducted for all of
the following types of agreements:

(1) Avionics Maintenance and Repair
(2) Helicopter Maintenance and Repair
(3) [Instructor Services (on-site)

(4) Janitorial Services

(5) Consulting Services

] Yes

[]Yes

[ ] No

[ No

B N/A

B N/A

Remarks:

Remarks:

26. s a driver license check conducted for, but not
limited to, all of the following types of agreements, if
the contractor and/or specifically assigned personnel
are scheduled to be on-site for more than 30 days:

Alarm and Fire Alarm Monitoring

Camera Maintenance and Repair

Carpet Installation

Diesel Generator Maintenance and Repair
Dishwasher Maintenance and Repair

Elevator Maintenance and Repair

Fire Extinguisher Service

Garage Door Maintenance and Repair

Graphic Arts Equipment Maintenance and Repair
Heating, Ventilation, and Air Conditioning Service
Laundry/Linen Service

Office Machine Maintenance and Repair

(13) Painting Services (interior of facility)

(14) Plumbing Services

(15) Scale Maintenance and Repair

(16) Steam Cleaning Services (Carpet, not scales)
(17) Telephone Services (cellular, satellite, and regular)
(18) Television Equipment Maintenance and Repair

(19)uninterruptible Power Supply Maintenance and Repair

-

= = 20O ~NOOOTA WRN -

WRN) = O D o

J:] Yes

[ N/A

Remarks:

CHP 680F (Rev 09-08) OP1010




STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST

Chapter 3, Command Procurements

Contracts

27.

. Is CSU advised by the command to determine if

20.

30

31.

Are all driver license and fingerprint information
forwarded to Contract Services Unit (CSU), along
with the contract number for retention after
Commander review?

Page

4 of 4

] Yes

> No

LI N/A

Remarks:

adverse information discovered is grounds for
canceling the contract (i.e., adverse driver license
and/or criminal history information is received
regarding the contractor or the contractor' s
personnel)?

{] Yes

B4 No

LIN/A

Remarks:

Are all invoices, records, and relevant documentation
maintained for three years after the final payment of
the contract?

™ Yes

] No

CIN/A

Remarks:

‘Is a log sheet maintained for a diary of activities

related to the contract?

[]Yes

X No

LIN/A

Remarks:

Isa computer file prepared for all contracts
administered?

[]Yes

X No

L1N/A

Remarks:

32

Is a spreadsheet prepared listing all expenditures? -

[] Yes

)

CIN/A

Remarks:

33

Is the notification to the contractor documented for
the start date for services to begin?

ﬁ Yes

[ No

LIN/A

Remarks:

have been received in order to oversee the
completion of the contract?

[] Yes

E’No

LI N/A

Remarks;

35,

Do consultant services contracts of $1,000 or more
contain detailed performance criteria and a schedule
for performance? (SCM Vol. |, Ch. 3, Section 3.02.1)

36.

Does the contract file contain the STD. 4 Contractor
Evaluation form for consultant contracts?
(SCM Vol. I, Ch. 3, Section 3.02.5)

[] Yes

[]Yes

[1No

4 N/A

Remarks:

[T No

37.

Does Contract work only begin after approval of the
final contract? (SCM Vol. 1, Ch. 4, Section 4.09)

X Yes

[]No

X N/A

Remarks:

LI N/A

Remarks:

38.

Are the requirements for Government Code Section
19130 (a) or (b) documented and justified for
personal service contracts? (GC 19130 & SCM Vol. |,
Ch. 7, Section 7.05)

] Yes

[J No

R N/A

Remarks:

39.

Are any contract payments made prior to the final
approval and execution of the contract? (SCM Vol. |,
Ch. 4, Section 4.09)

[] Yes

X No

LI N/A

Remarks:

CHP 68BOF (Rev 09-08) OPI 010




. STATE.OF CALIFORNIA Command: Division: Chapter:
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Bridgeport Inland 3; Contracts
COMMAND INSPECTION PROGRAM Inspected by: Date:
EXCEPTIONS DOCUMENT G. Montgomery 01/06/2009

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under “Forward to:” enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if

additional space is required.

TYPE OF INSPECTION [l Corrective Action Plan Included
[1 Division Level [ Command Level [ Appeal Included
[] Executive Office Level ] Attachments Included
. Forward to: Commander's Signature? Date:
Follow-up Required: Inland Division
-l O
[Yes  [#No Due Date: 12/31/2008 /(Q i

pter Inspection: Chapter 3; Contracts

Inspector’'s Comments Regarding Innovative Practices:

None

Command Suggestions for Statewide Improvement:

None

Inspector’s Findings:

The Area relies on Headquarters to ensure contracts are completed on an annual basis. The Area
oversees that the requirements of the contract are met and the appropriate service is completed.

CHP 680A (Rev. 09-08) OP1 010



.STATE OF CALIFORNIA

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Command: Division: Chapter:

COMMAND INSPECTION PROGRAM Bridgeport inland 3; Contracts
Inspected by: Date:

Ee)l;iEZPTIONS DOCUMENT G. Montgomery 01/06/2009

| Commander’s Response:

The requirement that contracts are administered and completed by Headquarters lessens the workload
on the Area. The fact the contracts are handled by Headquarters ensures statewide continuity for
contracted services.|

| Inspector's Comments:

None

R quired Action: None

Corrective Action Plan/Timeline:

DNA

CHP 680A (Rev. 09-08) OP1 010



-STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM Command: Division: Chapter:

EXCEPTIONS DOCUMENT Bridgeport Inland 3; Contracts
Inspected by: Date:

Page 3 G.pMontéomery 01/06/2009

Appeal Process: (Appeals shall be filed within five (5) business days of the completed chapter inspection). .

Commander’s Basis for Appeal:

DNA

| Appeal Review/Decision: (This shall be the only level of appeal).

DNA
/)
Lead Inspector's Signalﬁre: / Date:
A(_j(% / CThA_ //,IF} &L, / /69/)(7
Responding Commander's Sianature (for appeal): Date:

CHP 680A (Rev. 09-08) OPI 010




Page 1 of 2
STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL = R—— . B S— -

umber:

COMMAND INSPECTION PROGRAM BOFT(;SnepOF'[ pion -
INSPECTION CHECKLIST “Evauatedby | bae
Chapter 3, Command Procurements _G.Montgomery o 10/27/2008
Cal-Card Program Assisted by: Date

INSTRUCTIONS: Answer individual items with “Yes" or “No" answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks” section., Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command
Furthermore, the Exceptions Document shall include any foliow-up and/or corrective action(s) taken. If this form is'used as a Follow-up

Inspection, the "Fgll_owtqp_lr]igec_!io_r)" box shall be

marked and only deficient items need to be re-inspected.

=

TYPE OF INSPECTION

[ ] Division Level ] Command Level

[ ] Executive Office Level [] Voluntary Self-Inspection

Lead Inspector’'s Signature:

LiW\ @"W’(QS@W\QL LK |

O

"~ Follow-up Required: [ Follow-up Inspectiof

[JlYes  [XINo

Signdture:

For applicable policy, refer to: HPM 11.2, Chapter 3

1. Areall employég_agszoi_a?e_d_with the use of the Cal- o
Card program completing the CHP 78S, Conflict of DYes | [INo | [INA Renmarks
~Interest Statement, Employee, form? I D - |

2 Are STD. 21 Drug Free Workplace certifications
maintained within the Cal Card command file for X yes [JNo | []N/A | Remarks
each vendor utilized?

3. Are STD. 204 Payee Data Record forms maintained | i o . N o
in the Cal Card command file for each vendor K Yes | [1No | [IN/A | Remarks:
utilized?

"4 Are California Integrated Waste Management Board | | | | |
Form 74 documents maintained for each vendor [JYes | B No |[JN/A | Remarks:
utilized?

5. If the vendor is a small business or DVBE is utilized, o a -
is the certification letter from the Department of B Yes | [JNo | [JN/A | Remarks:
General Services maintained in the file?

6. When fair and reasonable is utilized, is the fair and ] amall av T
reasonable method documented and properly Ml ves | [INo |[INA Reniaiks: = \ L
justified? Mmany VBNAor=

o _ av ax\ alole

7. Are purchases split into multiple transactions in order A
to circumvent transaction purchase limits? [IvYes | XNo | [JN/A | Remarks:

8 Does the CHP 317 Cal Card Log fully describe the | . -
purchase? Kves | [ONo |[[INA REMASS:

"9 Are bank statements reconciled with the CHP 317 1 o a
Cal Card Log and the receipts/invoices? DfvYes | [JNo |[INA Remarks

CHP 680D {Rev 09-08) OP1 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Cal-Card Program

Page 20f2

CHP 680D (Rev 09-08) OPI010

10. Is the CHP 317 Cal Card Log properly authorized _
and maintained? Yes | [INo |[IN/A | Remarks:
11. Are credit invoices/receipts for returned items _ o
maintained with the bank statement? BJYes | [INo |[JN/A | Remarks:
" 12. Do non-itemized purchase receipts/invoices - S |
document the purchase by listing the commodity, XYes | [ONo | [JN/A | Remarks:
quantity, and unit price of the item(s) purchased on
the bank statement.
13. Are Cal Cards maintained in a secure area? ) _ - —
) t& Yes L] No ] N/A Remarks:
14. Are Cal Card purchases pre-approved by the .
commander? B Yes | [!No |[JN/A | Remarks:
15, Have all cardholders received training on the ' s
Department's procurement processes? Yes | [INo | [JN/A | Remarks:
" 16. Are item(s) purchased \.ith the Cal Card prohibited el 15 of preki biied |
by departmental policy? [(dYes | X]io | [JN/A | Remars:

Pams in file for”

Ui ck. cafwprce



STATE OF CALIFORNIA Command: Division: Chapter:
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Bridgeport Inland 3; Cal Card
COMMAND INSPECTION PROGRAM Inspected by: Date!
EXCEPTIONS DOCUMENT G. Montgomery 10/27/2008

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under “Forward to:” enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if

additional space is required.

TYPE OF INSPECTION [] Corrective Action Plan Included
(] Division Level E/Command Level [ Appeal Included
[] Executive Office Level [ Attachments Included

Forward to: Commander's Signature:

Inland Division

Follow-up Required:

OYes [ Due Date: 12/31/2008

Chapter Inspection: Chapter 3; Cal Card

Inspector's Comments Regarding Innovative Practices:

None

| Command Suggestions for Statewide Improvement:

None

| Inspector’s Findings:

The Cal Card program has streamlined the Area’s ability to purchase required items in an efficient
manner.

CHP 680A (Rev, 09-08) OP1 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM Comtmand: Divsion .
I ;

EXCEPTIONS DOCUMENT Rl e

Page 2 G. Montgomery 10/27/2008

| Commander's Response:

The Cal Card is the most innovative program to date for the purchase of items required to operate at the
Command level.

| Inspector's Comments:

None

equiréd Action: None

Corrective Action Plan/Timeline:

DNA

CHP 680A (Rev. 09-08) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

EXCEPTIONS DOCUMENT Command: Division: Chapter:
Bridgeport Inland 3; Cal Card
Inspected by: Date:

Page 3 G. Montgomery 10/27/2008

Appeal Process: | App'ea;'s shall be filed within five (5) business days of the completed chapter inspecrion)f

Commander’s Basis for Appeal:

DNA

| Appeal Review/Decision: (This shall be the only level of appeal).

DNA

Lead Ins cf_r’s Signatisré: Date:
{g/f r’%ﬂ (S A /L/O/OP

Responding Commander’s Signature (for appeal): Date:

CHP 680A (Rev. 09-08) OP) 010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL ﬁommand' ST Nomber
COMMAND INSPECTION PROGRAM Inland Comm | Inland
INSPECTION CHECKLlST Evaluated by: Date:
Chapter 3, Command Procurements PSDSI! Ta Lisa Rodriguez 5/5/09
Cal-Card Program Assisted by: Date:

| OT Suzie Shaffer 5/5/09

INSTRUCTIONS: Answer individual iterns with “Yes" or "No" answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the “Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the “Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION Lead Inspector's Signature:

,"'-_-‘\‘ 3
(] Division Level [X] Command Level [ S 7 _ /),/"
1 ; / f{/{‘/ Z ,C C—irD -
] Executive Office Level [] Voluntary Self-Inspection \\. \)\ / - / )

Follow-up Required: L] Follow-up Inspection ﬁommanf?r‘s,,sji;gnat,ure: Date:
\, LYY O i
[IYes  DJINo ! VA 5708
f

For applicable policy, refer to: HPM 11.2, Chapter 3 \/

1. Are all employees associated with the use of the Cal-
Card program completing the CHP 78S, Conflict of X Yes | [INo |[]N/A | Remarks
Interest Statement, Employee, form?

2. Are STD. 21 Drug Free Workplace certifications
maintained within the Cal Card command file for Bd Yes | [INo | [JN/A | Remarks:

each vendor utilized?

3. Are STD. 204 Payee Data Record forms maintained
in the Cal Card command file for each vendor Yes | []No

utilized?

D N/A Remarks:

4. Are California Integrated Waste Management Board '
Form 74 documents maintained for each vendor DI Yes | [ONo |[]JN/A | Remarks:

utilized?

5. Ifthe vendor is a small business or DVBE is utilized. ‘
is the certification letter from the Department of DI Yes | [JNo | [JN/A | Remarks:

General Services maintained in the file?

reasonable method documented and properly Yes | [INo |[JN/A | Remarks:
justified?

7. Are purchases split into multiple transactions in order

to circumvent transaction purchase limits? [JYes | XINo |[JN/A | Remarks

—_—_—

8. Does the CHP 317 Cal Card Log fully describe the

purchase? X Yes | (ONo | [N/ | Remarks.

9. Are bank statements reconciled with the CHP 317
Cal Card Log and the receipts/invoices? Yes (] No

l:] N/A Remarks:
L

[ 6. When fair and reasonable is utilized, is the fair and

CHP 680D (Rev 09-08) OP| 010
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Page
STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL
COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements "
Cal-Card Program
10 Is the CHP 317 Cal Card Log properly authorized N _ j
and maintained? Yes | [JNo |[JN/A | Remarks
11. Are credit invoices/receipts for returned items
maintained with the bank statement? Yes | [JNo | [JN/A | Remarks
12 Do non-itemized purchase receipts/invoices ' ‘
document the purchase by listing the commodity, Yes | [[JNo | [JN/A | Remarks:
quantity, and unit price of the item(s) purchased on
the bank statement,
13. Are Cal Cards maintained in a secure area? _
g Yes D No D N/A Remarks:
14. Are Cal Card purchases pre-approved by the .
commander? Yes | [INo |[JN/A | Remarks:
15. Have all cardholders received training on the )
Department's procurement processes? K Yes | [JNo |[JN/A | Remarks
16. Are item(s) purchased with the Cal Card prohibited .
[JYes | [XINo ~| (] N/A | Remarks:

by departmental policy?

CHP 6800 (Rev 09-08) OPI 010



STATE OF CALIFORNIA Bormmand: Division Chapter:
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL o N L i
COMMAND INSPECTION PROGRAM ,,?spected = Date:
EXCEPTIONS DOCUMENT PSDSII Ta Lisa Rodriguez 5/5/09

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under “Forward to:” enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans. A CHP 51 Memorandum may be used if additional space is required.

TYPE OF INSPECTION Total hours expended on the [] Corrective Action Plan Included
[] Division Level (X Command Level '1”5PeCt'0n?
. [C] Attachments Included
[] Executive Office Level
Forward to:

Follow-up Required:

[JYes X No

Chapter Inspection:

Due Date:

Inspector's Comments Regarding Innovative Practices:
None

[ Command Suggestions for Statewide Improvement: - ] _ ]
None

[ Inspector's Findings: |
Area is in compliance with departmental policies and procedures outlined in the Cal-Card Program.

| Commander’s Response: [X Concur or [] Do Not Concur (Do Not Concur shall document basis for response) |

Inspector’s Comments: Shall address non concurrence by commander (e.g., findings revised, findings unchanged,
etc.)

CHP 680A (Rev. 02-09) OPI 010




STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

EXCEPTIONS DOCUMENT
Page 2 of 2

‘ quired Action

Command: Division: Chapter:
Inland Comm | Inland 3
Inspected by: Date:
PSDSII Ta Lisa Rodriguez 5/5/09

Corrective Action Plan/Timeline

[] Employee would like to discuss this report with MMANDER'S SIGNATURE DATE
the reviewer. { F 25?
(See HPM 9.1, Chapter 8 for appeal procedures.) \ g - ( E ‘
INSPEGTOR'S SIGNA DATE f

] Reviewer discussed this report with
employee
[] Concur

[] Do not concur

CHP 680A (Rev 02-09) OPI010
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STATE OF CALIFORNIA Command. Division: | Number
DEPARTMENT OF CALIFORMIA HIGHWAY PATROL Inland Comm | Inland
M D Evaluated by: Date:
lflgIMEC'ﬁlgN éﬁggESg—:—ON PROGRAM PSDSII Ta Lisa Rodriguez 2/5/09
" i j ' Date:
Chapter 3, Command Procurements gffsgdubzyie Shaffer 575 /09

Purchases

INSTRUCTIONS: Answer individual items with “Yes" or "No" answers, or fill in the blanks as indicated Any discrepancies with policy,
in the inspections shall be commented on via the "Remarks” section. Addilionally, such

y follow-up and/or corrective action(s) taken. If this form is used as a Follow-up

==,

TYPE OF INSPECTION Lead Inspector's Signature: }
["] Division Level X Command Level f \\ / . 7" 7
\ A7 < g
\ L3 / A P f"fl
Executive Office Level Voluntary Self-Inspection : C N - ~
4 (] y p \\ AN / L

Follow-up Required: ommander's/Sgnajure: Date:
D Yes X No L] Follow-up Inspection M ’éf.\ 5 L O?

For applicable policy, refer to: HPM 11.2, Chapter 7

1. Are participants in the procurement process at the L
command level familiar with the related policies and Yes | [INo | []N/A | Remarks:

procedures for purchasing?

2. Have Approvers/reviewers of purchases received
procurement training? X Yes

l D No D N/A Remarks
3. Are prohibited items procured on CHP 43 Purchases .
Requisitions? [JYes | XINo | [JN/A | Remarks.

Supplies for personally - owned equipment

Confirming order

L]

¢ Commodities for personal use
[ ]

e Purchases via the internet

4. Are separate CHP 43s, Purchase Requisitions, A
prepared for commodity items obtainable from Yes | [INo | [JN/A | Remarks:

different suppliers or from different statewide
commaodity contracts?

5. Is all required information entered on the CHP 43,

Purchase Requisition? IJIvYes | [ONo | [JN/A | Remarks:

6. Are the CHP 43, Purchase Requisitions numbered
consecutively, starting anew at the beginning of each | [X] Yes (I No | [CJN/A | Remarks

fiscal year (July 1)?

7. Are expedited requests for the purchase of goods
forwarded to the Assistant Commissioner, Staff. for Yes | [JNo | [JnN/a | Remarks

approval?
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases

Page 20f3

[DN/A

s

8. Do specialized items purchased contain the o r
appropriate Division, and/or OPI approvals? Yes | [INo SIS
9. Are the CHP 43, Purchase Requisitions, _ "
competitively bid? Yes | [ONo | []JN/A | Remarks.
10. Does the CHP 315, Price Comparison Worksheet .
document at least two price quotations? Xlyes | [ONo |[]N/A | Remarks:
11. Are Limited Competitive Bidding purchase requests }
that imit or restrict the purchase to one specific [JYes | [ONo |[XIN/A Eecmggkess' ot process Limited
brand or model justified and in compliance with SAM Competitive Bidding purchase
35557 requests
12. Are Limited Competitive Bidding purchase requests - .
for items that interface with existing departmental [JYes | [INo |[BN/A | Remarks nelipmessdll imited
equipment in compliance with SAM 3555.37 Competitive Bidding purchase
requests
13. Do Non-Competitive Bid (NCB) purchase requests -
contain the NCB justification and NCB Corrective [JYes | [JNo N/A ,'f:ecmjéess' ot process Nor-
Action Plan documents? Competitive Bid purchase requests
14. Are items checked immediately for content and -
damage when delivered? X Yes | [INo |[JN/A | Remarks:
15. Is the “received copy” of the purchase order T .
approved, dated, and forwarded to the Fiscal Yes | [INo | [JN/A | Remarks.
Management Section (FMS), Account Payable Unit,
within three business days of receipt, if all items are
accepted?
16. Are freight and/or packing slips attached to the ,
received copy of the purchase order and sent to Yes | [JNo |[[JN/A | Remarks:
FMS?
17 1s FMS provided a photocopy of the purchase order "
and any approved freight or packing slips as Yes | [[JNo | [JN/A | Remarks
acknowledgement that a portion of the order has
been received?
18. Is the original "received copy” retained by the E N
command for completion and forwarding to the FMS Yes | [INo | [JN/A | Remarks.
when the complete shipment is received?
19. Are Damaged itemns delivered by common carrier _
acknowledged on the freight bill by the carrier's driver Yes | [INo |[[JN/A | Remarks:
before being accepted?
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases

Page 30of3

20. Is Purchasing Services Unit (PSU) notified

immediately by telephone, followed in writing either
by a memorandum or e-mail, requesting cancellation
of the requisition or deletion of an item, if itis
determined that a commodity requested on a CHP 43
is no longer needed and a purchase order has not
yet been prepared?

X Yes

I No

[ N/A

Remarks:

21

Are open purchase orders periodically reviewed and
investigated to ensure the orders are not opened for
an unreasonable length of time. (SAM 8422.0)

[ Yes

[ No

N/A

Remarks:
ICC has never had any open
purchase orders

22.

Are copies of the purchase requisitions and purchase
orders maintained for three years after payment?
(SCM Vol. ll, Ch. 11, Topic 4)

X Yes

O No

CIN/A

Remarks:

23.

Are decisions documented to create a paper trail
documenting the basis of the decisions made for the
purchase? (SCM Vol il Ch. 2, Topic 11)

Yes

[ No

CIN/A

Remarks:

24,

Are purchase orders split to evade competitive
bidding requirements or to circumvent the
Department's delegated purchase authority limits?
(Public Contracts Code Section 10329)

[1 Yes

X No

LIN/A

Remarks:
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DESARTAMENT OF CALIFORNIA HIGHWAY PATROL R Division: Cliespien ]
Inland Comm | Inland 3

COMMAND INSPECTION PROGRAM e Ty =

EXCEPTIONS DOCUMENT PSDSII Ta Lisa Rodriguez 20108

Page 1 of 3

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under “Forward to:” enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans. A CHP 51 Memorandum may be used if additional space is required.

TYPE OF INSPECTION Total hours expended on the [] Corrective Action Plan Included
[] Division Level [X] Command Level |1nspect|on:
. i [] Attachments included
[] Executive Office Level
o Forward to:

Follow-up Required:
[] Yes X No

Chapter Inspection:

Due Date:

Inspector's Comments Regarding Innovative Practices:
None

| Command Suggestions for Statewide Improvement: |
None

[ Inspector’s Findings: ]
Area is in compliance with departmental policies and procedures outlined for Command
Procurement Purchases.

[ Commander's Response: [X] Concur or [] Do Not Concur (Do Not Concur shall document basis for response) |

Inspector's Comments: Shall address non concurrence by commander (e.g., findings revised, findings unchanged,
efc.)

CHP 680A (Rev. 02-09) OFI 010




STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Page 2 of 3

Command: Division: Chapter:
Inland Comm | Inland 3
Inspected by: Date:

PSDSII Ta Lisa Rodriguez

5/5/09
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STATE OF CALIFORNIA c a Division: Chaoter:
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL oemad: o Coal
COMMAND INSPECTION PROGRAM  |-/nland Gomm_[ Infand -
EXCEPTIONS DOCUMENT PSDSII Ta Lisa Rodriguez 5/5/09
Page 3 of 3

e uired Action

Corrective Action Plan/Timeline

[] Employee wouid like to discuss this report with COMMANDER'S SIGNATURE DATE
the reviewer. 4 > g
L b -/

(See HPM 9.1, Chapter 8 for appeal procedures.) . 2

\Q «4/@( PRy ?/w

[] Reviewer discussed this report with REVIEWER URE s DATE /L
employee / / 27
[J Concur ] Do not concur \? L)

CHP 680A (Rev 02-09) OPI 010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL [ Command: Division: Number:
COMMAND INSPECTION PROGRAM éﬂiand Comm | Inland -
INSPECTION CHECKLIST S . -y
Chapter 3, Command Procurements Esgs?edsiijra Lisa Rodriguez g:tSE(O9
X-Number Program OT Suzie Shaffer 5/5/09

“Na" answers, or fill in the blanks as indicated Any discrepancies with policy,

inspections shall be commented on via the “Remarks” section. Additionally, such

and

Furthermore, the Exceptions Document shall include any follew-up andfor correc

n an Exceptions Document and addressed to the next fevel of command.
orrective action(s) taken. If this form is used as a Follow-up

Inspection, the "Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION Lead Inspector's Signature: >
[] Division Level Command Level N S
/ X A7 L
. ) | SR "
[] Executive Office Level [] Voluntary Self-Inspectiony| WA N - /7()

Date:

\ ;
Eturzlz

540

\-._ '\.}(\ =
Follow-up Required: L] Follow-up Inspection | Cymmanderss S
[Ives  FNo CAL ]

For applicable policy, refer to: HPM 11.1, Chapter 23

T Are multiple X Numbers awarded to the same vendor ‘
to circumvent the $4,999 contract limit? [(JYes | XINo |[[JN/A | Remarks:
2. Does all X Number file documentation contain the .
STD. 204 Payee Data Record? Yes | [JNo |[]N/A | Remarks:
3. Do X Numbers requiring a contract (i.e., janitorial or Remarks: T
. 3 o . % .
land§caplng) have prior approval from the Business (dYes | [JNo N/A ICC does not process X Numbers
Services Section commander? requiring a contract,
4. Are X Number requests made prior to the date the - __
services are performed? Yes | [INo | [JN/A | Remarks:
5. Are X Numbers issued for a one-time use? ‘
Yes | [INo | [JN/A | Remarks. _
6. Are prohibited services performed using an X A
Number? [ Yes No [[JN/A | Remarks:
7. Are X Numbers used for the procurement of a _
service and not the purchase of a commodity? X Yes | [JNo |[JN/A | Remarks:
8 Are X Numbers issued for telecommunications _
related services pre-approved by B Yyes | [JNo | [JN/A | Remarks:
Telecommunications Section?
9 Do X Numbers used for facilities related services Y o
(such as roof repair, electrical) costing over $1,000 Yes | [JNo | []N/A | Remarks:
have prior approval from Facilities Section?
10. Do X Numbers issued for lapsed contractual .
agreements have prior approval by the appropriate [lyes | [INo | X N/A Eerc ot process X Numbers

Assistant Commissioner?

requiring a contract

CHP S80E (Rev 09-08) OPI 010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL
COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
X-Number Program
11. Do all X Numbers awarded to a non-small business . N
vendor contain three price quotations? Yes | [INo |[JN/A | Remarks:
12. Do all X Numbers awarded to a small business '
vendor contain the small business certification from Yes | [(JNo | []N/A | Remarks:
the Department of General Services (DGS)?
13. Does the file documentation contain the STD. 21 - T o _
Drug Free workplace certification for X Number Yes | [JNo | []N/A | Remarks
vendors?
14 Do emergency service X Numbers document and S N o
justify the emergency? Yes | [JNo |[JN/A | Remarks:
15. Is the itemized invoice for each X Number service ‘o
maintained in the command's files? Yes | [INo | []N/A | Remarks:

CHP 680E (Rev 09-08) OP!1010



DEPARTVENT OF CALIFORNIA HIGHWAY P Command: | Division: ~ | Chapter: ]
i Inland Comm | Inland 3

COMMAND INSPECTION PROGRAM nspectod by: Date:

EXCEPTIONS DOCUMENT PSDSI| Ta Lisa Rodriguez g

Page 1 of 3

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under “Forward to:" enter the next level of command where the document
shall be routed to and its due date. This document shal! be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans. A CHP 51 Memorandum may be used if additional space is required.

TYPE OF INSPECTION Total hours expended on the [ ] Corrective Action Plan Included
inspection:;

"] Division Level [X] Command Level ;

[] Attachments Included
[] Executive Office Level

Forward to:

Follow-up Required:

[]Yes X No

Chapter Inspection:

Due Date:

Inspector's Comments Regarding Innovative Practices:
None

| Command Suggestions for Statewide Improvement: B B

None

| Inspector’s Findings: | |
Area is in compliance with departmental policies and procedures outlined for the X-Number
Program.

| Commander’s Response: [X] Concur or [] Do Not Concur (Do Not Concur shall document basis for response) W

Inspector's Comments: Shall address non concurrence by commander (e.g., findings revised, findings unchanged,
etc.)

CHP 680A (Rev 02-09) OPI 010




. STATE OF CALIFORNIA

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL iy R Eyapior:
COMMAND INSPECTION PROGRAM [ nland Comm_| Inland .
EXCEPTIONS DOCUMENT PSDSII Ta Lisa Rodriguez 5/5/09
Page 2 of 3
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STATE OF CALIFORNIA

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Command: [ Division Chapler
COMMAND INSPECTION PROGRAM | Inland Comm__| Inland S
EXCEPTIONS DOCUMENT PSDSII Ta Lisa Rodriguez 5/5/09 o
Page 3 of 3

- quired Action

Corrective Action Plan/Timeline

[] Employee would like to discuss this report with COMMANDER'S SIGNATURE DATE
the reviewer. . . ZO ) ) X 0?
(See HPM 9.1, Chapter 8 for appeal procedures.) A
v DATE / /
/ < - & 2 (7
L | ppss
[] Reviewer discussed this report with DATE "

employee
(] Concur [] Do not concur

CHP 680A (Rev 02-09) OPI010



STATE OF CALIFORNIA

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Command. Division Number

COMMAND INSPECTION PROGRAM 'E”'?”tddgomm Inland o
valuate 'S ate:

INSPECTION CHECKLIST PSDSII Ta Lisa Rodriguez 5/5/09

Chapter 3, Command Procurements Assisted by, Date.

Contracts OT Suzie Shaffer 5/5/09

Page 1of4

INSTRUCTIONS: Answer individual items with "Yes" or "No” answers, or fill in the blanks as indicated Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks” section. Additionalily, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the "Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

Lead Inspector's Signature:

[ ] Division Level Command Level (/' g 2 f/(/
[] Executive Office Level [] Voluntary Self-Inspection k,-l \ /--/ //‘ e ) ‘7
Follow-up Required: [ Follow-up Inspection | Commander's Signgtyre: Date:
[ ]Yes X No " 5(90?
o S L e

For applicable policy, refer to: HPM 11.1, Chapter 22

1 Isa CHP 78 Contract Request used to initiate all Remark
- 0 P, . H P T Al L \fm / emarks:
tbherwcg contracts which aug repetitive, regaraless ol [(Iyes | [INo | K NA ICC does not process Command

e estimated dollar value” Procurement Contracts.

2. IsaCHP 78 Contract Requestused for one-time _
services exceeding $4,999.997 [((DYes | [ No N/A | Remarks:

3. Is the Office of Primary Interest (OPI) tracking '
numbering beginning with the requesting command [1yes | [JNo N/A | Remarks:
three-digit location code used, followed by “CP" for
contract payable listed on the CHP 787

4. Is the performance of contract services monitored _
and documented? (JvYes | [JNo | X N/A | Remarks:

5. Are all copies of correspondence with the vendor _
maintained? (CJYes | [ONo | XINA | Remarks:

6. Are letters for contracts documented and maintained _
which outline any problems related to substandardor | (] Yes | [[JNo | X N/A | Remarks:
non-performance of the vendor?

7 s the final product to be delivered described -
specifically and in as much detail as possible in the [Jyes | [INo N/A | Remarks
CHP 787

8 Are all required levels of approval/signature obtained, .
including the required documentation and approvals | [] Yes | [ No | [X] N/A | Remarks:
for expedite and emergency contracts per HPM 11.1,

Chapter 22, before forwarding the CHP 78 or CHP
78A7

CHP 6B80F (Rev 09-08) OP1010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

9. Arerequests for contract services less than six
months from the anticipated start date of the contract | [ Yes | [] No N/A | Remarks.

pre-approved by Assistant Commissioner, Staff, for
expedited processing?

10. Is all work completed and accepted by the

Department before expiration of contract agreement? | [ Yes | [] No N/A | Remarks:

11. Are contract services performed according to the ‘
quality, quantity, objectives, timeframes, and in the [JYes | [INo |[X N/A | Remarks.

manner specified in the contract (e.g., review
progress reports and interim products)?

12. Are invoices for payment reviewed and approved to
substantiate expenditures for work performed andto | []Yes | [ No

prevent penalties being assessed?

'Z N/A Remarks:

13. Are contract expenditures monitored to ensure there
are sufficient funds to pay for all services rendered
as required by contract?

D Yes D No ‘Z N/A Remarks:

14. Does the requestor verify the contractor has fulfilled

all requirements of the contract before approving the | [] Yes | [ No N/A || Remarks

/ final invoice?
! 15. Is the final invoice identified and approved, as ] . T
appropriate and forwarded to Fiscal Management [(JYes | [INo N/A | Remarks:
Section for payment?
16. Are all applicable form sections of the CHP 78§ .
completed? [] Yes ] No N/A | Remarks:

17. Do emergency contracts document and justify a
sudden, unexpected occurrence that poses a clear (] Yes [JNo
and imminent danger, requiring immediate action to
mitigate the loss or impairment of life, health,
property, or essential public services?

N/A Remarks:

of a contract completing the CHP 788, Conflict of
Interest Statement, Employee, form?

19 Are problems concerning the contractor's .
performance fully documented in writing and made a (] Yes [] No N/A | Remarks:

part of the contract manager’s contract file?

18 Are all employees associated with the management
[TvYes | [JNo N/A J} Remarks

20. Are contract amendment request dollar amounts )
increased more than 30%7? [lYes | [INo |[X N/ | Remarks

CHP 680F (Rev 09-08) OPI1010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements

Contracts

Page 3 of4

21. Is the length of the contract amendment request
more than one year?

[]Yes

[T No

Xl N/A Remarks:

22. Are amendments requested before the expiration of
the original contract?

[]Yes

] No

& N/A Remarks:

23. Is a service contract on a CHP 78, Contract Request
initiated for any commercial meeting/conference

room rental which is expected to exceed $4,999.99 in

total cost?

[(1Yes

[ 1No

N/A Remarks:

24. Do conference room rental costs exceeding the $500
per day limit have pre-approval from Assistant
Commissioner, Staff?

[]Yes

[1No

& N/A Remarks:

25 Are California Department of Justice (DOJ) and
Federal Bureau of Investigation (FBI) fingerprint
checks and driver license checks conducted for all of
the following types of agreements:

(1) Avionics Maintenance and Repair
(2) Helicopter Maintenance and Repair
(3) Instructor Services (on-site)

(4) Janitorial Services

(5) Consulting Services

] Yes

1 No

|Z| N/A Remarks:

26. Is adriver license check conducted for, but not
limited to, all of the following types of agreements, if
the contractor and/or specifically assigned personnel
are scheduled to be on-site for more than 30 days:

(1) Alarm and Fire Alarm Monitoring

(2) Camera Maintenance and Repair

(3) Carpet Installation

(4) Diesel Generator Maintenance and Repair

(6) Dishwasher Maintenance and Repair

(6) Elevator Maintenance and Repair

7) Fire Extinguisher Service

8) Garage Door Maintenance and Repair

Graphic Arts Equipment Maintenance and Repair
10) Heating, Ventilation, and Air Conditioning Service
(11) Laundry/Linen Service

(12) Office Machine Maintenance and Repair

(13) Painting Services (interior of facility)

(14) Plumbing Services

(15) Scale Maintenance and Reparr

(16) Steam Cleaning Services (Carpet, not scales)

(17) Telephone Services (cellular, satellite, and regular)
(18) Television Equipment Maintenance and Repair

(

19)Uninterruptible Power Supply Maintenance and Repair

] Yes

N/A Remarks

CHP 680F (Rev (09-08) OP1010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL
COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts
27. Are all driver license and fingerprint information 5 -
forwarded to Contract Services Unit (CSU), along [(JYes | [INo N/A | Remarks:
with the contract number for retention after
Commander review?
28 Is CSU advised by the command to determine if il .
adverse information discovered is grounds for [1Yes | [JNo N/A | Remarks:
canceling the contract (i.e., adverse driver license
and/or criminal history information is received
regarding the contractor or the contractor’ s
personnel)?
29, Are all invoices, records, and relevant documentation . S
maintained for three years after the final payment of | [] Yes | [INo | [X] N/A | Remarks:
the contract?
30 Is a log sheet maintained for a diary of activities - o o
related to the contract? dYes | [ONo |[X N/A | Remarks
1. Is a computer file prepared for all contracts ‘
administered? (JYes | [INo N/A | Remarks
32. Is a spreadsheet prepared listing all expenditures? _
D Yes D No N/A Remarks:
33. Is the notification to the contractor documented for ,
the start date for services to begin? [JYes | [ONo N/A | Remarks
34 |Is the contractor contacted to determine if ali invoices | e o
have been received in order to oversee the [(JYes | [JNo N/A | Remarks
completion of the contract?
35. Do consultant services contracts of $1,000 or more
contain detailed performance criteria and a schedule | []Yes | [INo | [X] N/A | Remarks
for performance? (SCM Vol. |, Ch. 3, Section 3.02.1)
36. Does the contract file contain the STD. 4 Contractor ‘s
Evaluation form for consultant contracts? (D yes | [INo N/A ||| Remarksi
{(SCM Vol. I, Ch. 3, Section 3.02.5)
37 Does Contract work only begin after approval of the _
final contract? (SCM Vol. 1, Ch. 4, Section 4.09) [JYes | [INo N/A | Remarks:
| 38. Are the requirements for Government Code Section | | 1 - a
19130 (a) or (b) documented and justified for [(JYes | [No N/A | Remarks
personal service contracts? (GC 19130 & SCM Vol. |,
Ch. 7, Section 7.05)
39. Are any contract payments made prior to the final _
approval and execution of the contract? (SCM Vol. I, | [] Yes | [INo N/A | Remarks:

Ch. 4, Section 4.09)
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SE?,ZE?&E%%?E%FORMA HIGHWAY PATROL Command: [ Division: Ghapter:
Inland Comm | Inland 3

COMMAND INSPECTION PROGRAM nspeciad by Date

EXCEPTIONS DOCUMENT PSDSII Ta Lisa Rodriguez 3/503

Page 1 of 2

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number, Under "Forward to:” enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans. A CHP 51 Memorandum may be used if additional space is required.

TYPE OF INSPECTION Total hours expended on the [] Corrective Action Plan Included
[ Division Level Command Level l1nspect|on:
. [1 Attachments Included
(] Executive Office Level
| | Forwardto:

Follow-up Required:

[]Yes X No

Chapter Inspection:

Due Date:

Inspector's Comments Regarding Innovative Practices:
None

[ Command Suggestions for Statewide Improvement: |
None

[Inspector’s Findings: B - N
ICC does not process Command Procurements Contracts.

| Commander’s Response: [ Concur or [] Do Not Concur (Do Not Concur shall document basis for response) ]

Inspector's Comments: Shall address non concurrence by commander (e.g., findings revised, findings unchanged,
etc.)
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STATE OF CALIFORNIA

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL COMMmAd PLTIEE Chapter:
COMMAND INSPECTION PROGRAM | [nfand Comm__[ Iniand 3
EXCEPTIONS DOCUMENT PSDSII Ta Lisa Rodriguez S5

Page 2 of 2

e uired Action

Corrective Action Plan/Timeline

A _ _ _
[] Employee would like to discuss this report with MANRER'S SIGNATURE DATE
the reviewer. (‘ /? Oq
(See HPM 9.1, Chapter 8 for appeal procedures.) . 9}
o3

BE g DATE

[ TOF,S SIGNAT > . _
— 4 3 o~ "I.
\ . 1/{ / o éﬂ /Y Ci /
[] Reviewer discussed this report with REV&EWER S‘ =7 DATE
employee

/ 25/07

(] Concur [] Do not concur

CHP 680A (Rev. 02-09) OPI 010
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STATE OF CALIFORNIA

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Command: Division: Inland Number: 805
COMMAND INSPECTION PROGRAM | Spedial Services -
INSPECTION CHECKLIST Lt. Oscar Medellin January 8, 2009
Chapter 3, Command Procurements Assisted by: Date:

X-Number Program

INSTRUCTIONS: Answer individual items with “Yes” or “No” answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the “Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. [f this form is used as a Follow-up
Inspection, the “Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

J?YPE OF INSPECTION L.ead Inspector’s Signature:
(1 Division Level X] Command Level
] Executive Office Level (] Voluntary Self-Inspection

Follow-up Required: [J Follow-up Inspection [ Commander's Sdngiture: Date:
[]Yes No QM QN){ \1!?, lbc\

For applicable policy, refer to: HPM 11.1, Chapter 23

1. Are multiple X Numbers awarded to the same vendor
to circumvent the $4,999 contract limit? [(JYes | XINo |[JN/A | Remarks:

2. Does all X Number file documentation contain the
STD. 204 Payee Data Record? X Yes | (ONo | [JN/A | Remarks:

3. Do X Numbers requiring a contract (i.e., janitorial or
landscaping) have prior approval from the Business X Yes | [JNo |[JN/A | Remarks:
Services Section commander?

4. Are X Number requests made prior to the date the
services are performed? XYes | (ONo | [JN/A | Remarks:

5. Are X Numbers issued for a one-time use?
Yes ONo | [JN/A | Remarks:

6. Are prohibited services performed using an X
Number? | [dvYes | XINo |[IN/A | Remarks:.

7. Are X Numbers used for the procurement of a
service and not the purchase of a commodity? XYes | [JNo |[]N/A | Remarks:

8. Are X Numbers issued for telecommunications
related services pre-approved by X Yes | [ONo |[JN/A | Remarks:
Telecommunications Section?

9. Do X Numbers used for facilities related services
(such as roof repair, electrical) costing over $1,000 X Yes | [ONo |[JN/A | Remarks:
have prior approval from Facilities Section?

10. Do X Numbers issued for lapsed contractual
agreements have prior approval by the appropriate [(1Yes | [ONo N/A | Remarks:
Assistant Commissioner?

CHP 680E (Rev. 09-08) OP] 010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL
COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
X-Number Program
11. Do all X Numbers awarded to a non-small business
vendor contain three price quotations? Yes | [ONo | [JN/A | Remarks:
12. Do all X Numbers awarded to a smali business _
vendor contain the small business certification from X Yes | [(ONo |[]N/A | Remarks:
the Department of General Services (DGS)?
13. Does the file documentation contain the STD. 21
Drug Free workplace certification for X Number (JYes | [ONo |[XN/A |Remarks:
vendors?
14. Do emergency service X Numbers document and _
justify the emergency? XK Yes | [ONo |[JN/A [ Remarks:
15. Is the itemized invoice for each X Number service _
maintained in the command’s files? [(OYes | [ONo | X N/A | Remarks:
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STATE OF CALIFORNIA Command: Division: Chapter: 3
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Special Services | Inland

\ Inspected by: Date:
COMMAND INSPECTION PROGRAM I, e o 2008

EXCEPTIONS DOCUMENT

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under “Forward to:” enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if
additional space is required.

TYPE OF INSPECTION [] Corrective Action Plan Included
[] Division Level Command Level [] Appeal Included
[J Executive Office Level [ Attachments Included

Forward to:
Inland Division

Follow-up Required:

[ Yes X No

Due Date: 12/31/2008

Chapter Inspection: 3, X-Number Program

Inspector's Comments Regarding Innovative Practices:

None

| Command Suggestions for Statewide Improvement:

[ Inspector’s Findings: ]

A random sampling of X-number service requests by Inland Division Special Services was conducted.
All service requests were issued for a one-time service, were competitively bid and contained the
appropriate documentation. Non-emergency services conducted by the vendor were not performed
prior to the X number service request start dates.
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STATE OF CALIFORNIA
DEPARTMENT:OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Page 2

Command: Division: Chapter: 3
Special Services | Inland
Inspected by: Date:

Lieutenant Oscar Medellin

January 6, 2009

| Commander’s Response:

| Inspector's Comments:

e_quired Action’

Corrective Action Plan/Timeline
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STATE OF CALIFORNIA
DEPARTMENT'OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Page 3

Command:

Division:

Chapter:

Inspected by:

Date:

Appeal Process: (Appeals shall be filed within five (5) business days of the completed chapter inspection).

Commander’s Basis for Appeal:

| Appeal Review/Decision: (This shall be the only level of appeal).

—

Date: //&/&-;

RespondifigCommander’s Signature (for appeal);

Date:
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STATE OF CALIFORNIA

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Command: Division: Inland Number: 805
COMMAND INSPECTION PROGRAM | 35eca) Services —
INSPECTION CHECKLIST Lt. Oscar Medellin January 9, 2009
Chapter 3, Command Procurements Assisted by: Date:

Contracts

INSTRUCTIONS: Answer individual items with “Yes” or “No” answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the “Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the “Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION Lead Inspector's Signature:
] Division Level X] Command Level )
(] Executive Office Level (] Voluntary Self-inspection L &t__\,

Follow-up Required: [T Follow-up Inspection @”(a” r's Slfjpture: REE .
[]Yes No : J/C*m-— { \ l\’u\cf\

For applicable policy, refer to: HPM 11.1, Chapter 22

1. |s a CHP 78 Contract Request used to initiate all
service contracts which are repetitive, regardless of Yes | [ No | [JN/A | Remarks:
the estimated dollar value?

2. Is a CHP 78 Contract Request used for one-time _
services exceeding $4,999.997 KYes | [ONo |[JN/A | Remarks:

3. Is the Office of Primary Interest (OPI) tracking
numbering beginning with the requesting command (dYes | [INo |XINA
three-digit location code used, followed by “CP” for
contract payable listed on the CHP 787

Remarks:

4. s the performance of contract services monitored
and documented? X Yes | [JNo |[JN/A | Remarks:

5. Are all copies of correspondence with the vendor
maintained? XIYes | [ONo |[JN/A | Remarks:

6. Are letters for contracts documented and maintained
which outline any problems related to substandard or | X Yes | [JNo | []N/A ReHmiagie:
non-performance of the vendor?

7. s the final product to be delivered described
specifically and in as much detail as possible in the XvYes | [INo |[INA
CHP 787

Remarks:

8. Are all required levels of approval/signature obtained,
including the required documentation and approvals | [ Yes | [ No | XIN/A Remarks:
for expedite and emergency contracts per HPM 11.1,
Chapter 22, before forwarding the CHP 78 or CHP
78A7
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

Page

2of 4

9. Are requests for contract services less than six
months from the anticipated start date of the contract
pre-approved by Assistant Commissioner, Staff, for
expedited processing?

] Yes

I No

X N/A

Remarks:

10. Is all work completed and accepted by the
Department before expiration of contract agreement?

X Yes

[J No

CIN/A

Remarks:

11. Are contract services performed according to the
quality, quantity, objectives, timeframes, and in the
manner specified in the contract (e.g., review
progress reports and interim products)?

X Yes

I No

(I N/A

Remarks:

12. Are invoices for payment reviewed and approved to
substantiate expenditures for work performed and to
prevent penalties being assessed?

X Yes

I No

LI N/A

Remarks:

13. Are contract expenditures monitored to ensure there
are sufficient funds to pay for all services rendered
as required by contract?

X Yes

O No

LI N/A

Remarks:

14. Does the requestor verify the contractor has fulfilled
all requirements of the contract before approving the
final invoice?

X Yes

1 No

LIN/A

Remarks:

15. Is the final invoice identified and approved, as
appropriate and forwarded to Fiscal Management
Section for payment?

X Yes

[ No

I N/A

Remarks:

16. Are all applicable form sections of the CHP 78
completed?

[]Yes

1 No

X N/A

Remarks:

17. Do emergency contracts document and justify a
sudden, unexpected occurrence that poses a clear
and imminent danger, requiring immediate action to
mitigate the loss or impairment of life, health,
property, or essential public services?

X Yes

[INo

CIN/A

Remarks:

18. Are all employees associated with the management
of a contract completing the CHP 78S, Conflict of
Interest Statement, Employee, form?

Yes

1 No

CIN/A

Remarks:

19. Are problems concerning the contractor’s
performance fully documented in writing and made a
part of the contract manager’s contract file?

X Yes

[INo

LI N/A

Remarks:

20. 'Are contract amendment request dollar amounts
increased more than 30%?

] Yes

X No

LIN/A

Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL
COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts
21. Is the length of the contract amendment request
more than one year? [(OYes | XJNo | [JN/A | Remarks:
22. Are amendments requested before the expiration of
the original contract? [JYes | [ONo |[XIN/A | Remarks:
23. Is a service contract on a CHP 78, Contract Request
initiated for any commercial meeting/conference [(Jvyes | [JNo N/A | Remarks:
room rental which is expected to exceed $4,999.99 in
total cost?
24. Do conference room rental costs exceeding the $500
per day limit have pre-approval from Assistant OvYes | ONo | X N/A | Remarks:
Commissioner, Staff?
25. Are California Department of Justice (DOJ) and
Federal Bureau of Investigation (FBI) fingerprint (JYes | (ONo | [X N/A | Remarks:
checks and driver license checks conducted for all of
the following types of agreements:
(1) Avionics Maintenance and Repair
(2) Helicopter Maintenance and Repair
(3) Instructor Services (on-site)
(4) Janitorial Services
(5) Consuiting Services
26. Is a driver license check conducted for, but not
limited to, all of the following types of agreements, if | X] Yes | [JNo | [JN/A | Remarks:

the contractor and/or specifically assigned personnel
are scheduled to be on-site for more than 30 days:

(1) Alarm and Fire Alarm Monitoring

(2) Camera Maintenance and Repair

(3) Carpet Installation

(4) Diesel Generator Maintenance and Repair

(5) Dishwasher Maintenance and Repair

(6) Elevator Maintenance and Repair

(7) Fire Extinguisher Service

(8) Garage Door Maintenance and Repair

(9) Graphic Arts Equipment Maintenance and Repair
(10) Heating, Ventilation, and Air Conditioning Service
(11) Laundry/Linen Service

(12) Office Machine Maintenance and Repair

(13) Painting Services (interior of facility)

(14) Plumbing Services

(15) Scale Maintenance and Repair

(16) Steam Cleaning Services (Carpet, not scales)
(17) Telephone Services (cellular, satellite, and regular}
(18) Television Equipment Maintenance and Repair

(19)Uninterruptible Power Supply Maintenance and Repair
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL
COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts
27. Are all driver license and fingerprint information
forwarded to Contract Services Unit (CSU), along XYes | [ONo | [JN/A | Remarks:
with the contract number for retention after
Commander review?
28. Is CSU advised by the command to determine if
adverse information discovered is grounds for [(1Yes | [JNo N/A | Remarks:
canceling the contract (i.e., adverse driver license
and/or criminal history information is received
regarding the contractor or the contractor' s
personnel)?
29. Are all invoices, records, and relevant documentation
maintained for three years after the final paymentof | [XIYes | [JNo | [] N/A | Remarks:
the contract?
30. Is a log sheet maintained for a diary of activities
related to the contract? [(JYes | [ONo | X N/A | Remarks:
31. Is a computer file prepared for all contracts
administered? ‘ [(dYes | [ONo | [XIN/A | Remarks:
32. Is a spreadsheet prepared listing all expenditures?
D Yes D No IZ N/A Remarks:
33. Is the notification to the contractor documented for
the start date for services to begin? (JYes | [ONo | XIN/a | Remarks:
34. |Is the contractor contacted to determine if all invoices
have been received in order to oversee the (OYes | (ONo | [XIN/A | Remarks:
completion of the contract?
35. Do consultant services contracts of $1,000 or more
contain detailed performance criteria and a schedule | (] Yes | [INo | [X] N/A | Remarks:
for performance? (SCM Vol. |, Ch. 3, Section 3.02.1)
36. Does the contract file contain the STD. 4 Contractor
Evaluation form for consultant contracts? [(JYes | [JNo N/A | Remarks:
(SCM Vol. I, Ch. 3, Section 3.02.5)
37. Does Contract work only begin after approval of the
final contract? (SCM Vol. 1, Ch. 4, Section 4.09) OvYes | [ONo |[XIN/A | Remarks:
38. Are the requirements for Government Code Section
19130 (a) or (b) documented and justified for (OYes | (ONo |[XN/A | Remarks:
personal service contracts? (GC 19130 & SCM Vol. |,
Ch. 7, Section 7.05)
39. Are any contract payments made prior to the final
approval and execution of the contract? (SCM Vol. I, | [JYes | []No N/A | Remarks:

Ch. 4, Section 4.09)
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STATE OF CALIFORNIA Command: Division: Chapter: 3
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Special Services | Inland

inspected by: Date:
COMMAND INSPECTION PROGRAM D e Nl et 0, 2006
EXCEPTIONS DOCUMENT

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under “Forward to:” enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if
additional space is required.

TYPE OF INSPECTION (] Corrective Action Plan Included
[ Division Level [X] Command Level [ Appeal Included
(] Executive Office Level [] Attachments Included

Forward to:
Inland Division

Follow-up Required:

] Yes X No

Due Date: 12/31/2008

Chapter Inspection: 3, Contracts:

Inspector's Comments Regarding Innovative Practices:\ /

None

| Command Suggestions for Statewide Improvement:

[ Inspector’s Findings: |

A total of 10 existing contracts were reviewed and found to be in compliance. The contract manager
was well versed with the contractor’'s performance requirements and scope of the contract.
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Page 2

Command: Division: Chapter: 3
Special Services | Inland
Inspected by: Date:

Lieutenant Oscar Medellin

January 6, 2009

| Commander’s Response:

| Inspector's Comments:

Required Action

Corrective Action Plan/Timeline
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STATE OF CALIFORNIA
QREPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Page 3

Command:

Division:

Chapter:

inspected by:

Date:

Appeal Process: (Appeals shall be filed within five (5) business days of the completed chapter inspection).

Commander’s Basis for Appeal:

| Appeal Review/Decision: (This shall be the only level of appeal).

Leaddns 's Signature: .

" yetbs

Responding Cdmmander's Signature (for appeal):

Date:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM g(;n;rgiaanld:services Division: Inland Number: 805
INSPECTION CHECKLIST Evaluated by: ' Date:

Chapter 3, Command Procurements Lt. Oscar Medellin January 7, 2009
Cal-Card Program Assisted by: Date:

INSTRUCTIONS: Answer individual items with “Yes” or “No” answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the “Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the “Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION Lead Inspector’s Signature:

] Division Level X) Command Level

[] Executive Office Level [ Voluntary Self-Inspection

A
Follow-up Required: L] Follow-up Inspection mm dersm Date\
[ ]Yes No ( QO [ QAO'V \ \L\OOT

TN
For applicable policy, refer to: HPM 11.2, Chapter 3 K )

1. Are all employees associated with the use of the Cal- _
Card program completing the CHP 78S, Conflict of X Yes | [ONo |[JN/A | Remarks:
Interest Statement, Employee, form?

2. Are STD. 21 Drug Free Workplace certifications _
maintained within the Cal Card command file for (JYes | (ONo | X N/A | Remarks:
each vendor utilized?

3. Are STD. 204 Payee Data Record forms maintained .
in the Cal Card command file for each vendor (JYes | [(ONo |[XIN/A | Remarks:
utilized?

4. Are California Integrated Waste Management Board .
Form 74 documents maintained for each vendor (JYes | [(ONo |[XIN/A | Remarks:
utilized?

5. If the vendor is a small business or DVBE is utilized, ‘
is the certification letter from the Department of CYes | [(ONo |[XIN/A | Remarks:
General Services maintained in the file?

6. When fair and reasonable is utilized, is the fair and

reasonable method documented and properly CJYes | [JNo N/A | Remarks:
justified?

7. Are purchases split into multiple transactions in order .
to circumvent transaction purchase limits? [(OYes | XINo |[JN/A | Remarks:

8. Does the CHP 317 Cal Card Log fully describe the
purchase? XIYes | [JNo |[JN/A | Remarks:

9. Are bank statements reconciled with the CHP 317
Cal Card Log and the receipts/invoices? XYes | [(ONo |[JN/A | Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL
COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Cal-Card Program
10. Is the CHP 317 Cal Card Log properly authorized
and maintained? XvYes | [INo |[JN/A | Remarks:
11. Are credit invoices/receipts for returned items
maintained with the bank statement? X Yes | [JNo |[IN/A | Remarks:
12. Do non-itemized purchase receipts/invoices
document the purchase by listing the commodity, X Yes | CONo |[JN/A | Remarks:
quantity, and unit price of the item(s) purchased on
the bank statement.
13. Are Cal Cards maintained in a secure area?
‘E Yes D No D N/A Remarks:
14. Are Cal Card purchases pre-approved by the
commander? Yes | [ONo |[JN/A | Remarks:
15. Have all cardholders received training on the
Department's procurement processes? XYes | (ONo |[JN/A | Remarks:
16. Are item(s) purchased with the Cal Card prohibited
by departmental policy? X Yes | (ONo |[JN/A | Remarks:
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STATE OF CALIFORNIA
DEPARTMENT QF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Command: Division: Chapter: 3
Special Services | Inland
Inspected by: Date:

Lieutenant Oscar Medellin

January 7, 2009

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under “Forward to:” enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide

improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if

additional space is required.

TYPE OF INSPECTION

(] Division Level [X] Command Level

[] Executive Office Level

] Corrective Action Plan Included

[] Appeal Included

(] Attachments Included

Forward to:

Follow-up Required: Inland Division

OYes  XINo Due Date: 12/31/2008

Chapter Inspection: 3, Cal-Card Program:

Commander's Si ﬁ']ature:

Inspector's Comments Regarding Innovative Practices:

None

| Command Suggestions for Statewide Improvement:

[ Inspector's Findings:

—

Among the five Special Services units and clerical staff, there are a total of 11 employees who have
been issued Cal-Cards. Each cardholder maintains and submits a CHP 317, Cal-Card log to
management describing the purpose for each purchase. Bank statements are reconciled with receipts

and the Cal-Card log.
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

Command: Division: Chapter: 3
EXCEPTIONS DOCUMENT Special Services | Inland i
Inspected by: Date:
Lieutenant Oscar Medellin January 6, 2009
Page 2

| Commander’'s Response:

| Inspector's Comments: |

Cardholders are fully aware of the program’s requirements, its intended purpose, and the importance of
safeguarding the security of the Cal-Card.

equired Action

Corrective Action Plan/Timeline
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Page 3

Command:

Division:

Chapter:

Inspected by:

Date:

‘Appeal Process: (Appeals shall be filed within five (5) business days of the completed.chapter inspection).

Commander's Basis for Appeal:

| Appeal Review/Decision: (This shall be the only level of appeal).

Lea 's Signature; ~

Date: ///a;

o
Responding Commander's Signature (for appeal):

Date:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases

Page 10f3

Command: Division: Number: 805
Special Services | Inland

Evaluated by: Date:

Lt. Oscar Medellin January 7, 2009
Assisted by: Date:

INSTRUCTIONS: Answer individual items with “Yes” or “No” answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the “Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the “Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION
] Division Level X Command Level

[] Executive Office Level [J Voluntary Self-Inspection

Lead inspector's Signature:

Follow-up Required:

[] Yes <] No (] Follow-up Inspection

Date:

{ (l?_,locl

For applicable policy, refer to: HPM 11.2, Chapter 7

1. Are participants in the procurement process at the
command level familiar with the related policies and X Yes

procedures for purchasing?

(I No

LINA

Remarks:

2. Have Approvers/reviewers of purchases received

procurement training?

X Yes

I No

CIN/A

Remarks:

3. Are prohibited items procured on CHP 43, Purchases

Requisitions?

Commodities for personal use
Confirming order
Purchases via the internet

Supplies for personally — owned equipment

] Yes

X No

LI N/A

Remarks:

4. Are separate CHP 43s, Purchase Requisitions,

prepared for commodity items obtainable from
different suppliers or from different statewide
commoadity contracts?

X Yes

[1No

(I N/A

Remarks:

5. Is all required information entered on the CHP 43,

Purchase Requisition?

X Yes

[ JNo

CIN/A

Remarks:

6. Are the CHP 43, Purchase Requisitions, numbered
consecutively, starting anew at the beginning of each | [] Yes

fiscal year (July 1)?

J No

X N/A

Remarks:

7. Are expedited requests for the purchase of goods
forwarded to the Assistant Commissioner, Staff, for ] Yes

approval?

] No

N/A

Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases

Page

20of3

8.

Do specialized items purchased contain the
appropriate Division, and/or OPI approvals?

X Yes

[ No

L N/A

Remarks:

Are the CHP 43, Purchase Requisitions,
competitively bid?

[]Yes

] No

N/A

Remarks:

10.

Does the CHP 315, Price Comparison Worksheet,
document at least two price quotations?

[ Yes

JNo

X N/A

Remarks:

11.

Are Limited Competitive Bidding purchase requests
that limit or restrict the purchase to one specific
brand or model justified and in compliance with SAM
35557

[] Yes

] No

X N/A

Remarks:

12.

Are Limited Competitive Bidding purchase requests
for items that interface with existing departmental
equipment in compliance with SAM 3555.37

] Yes

(] No

X N/A

Remarks:

13.

Do Non-Competitive Bid (NCB) purchase requests
contain the NCB justification and NCB Corrective
Action Plan documents?

(] Yes

I No

X N/A

Remarks:

14.

Are items checked immediately for content and
damage when delivered?

X Yes

I No

I N/A

Remarks:

15.

Is the “received copy” of the purchase order
approved, dated, and forwarded to the Fiscal
Management Section (FMS), Account Payable Unit,
within three business days of receipt, if all items are
accepted?

Yes

] No

CIN/A

Remarks:

16.

Are freight and/or packing slips attached to the
received copy of the purchase order and sent to
FMS?

X Yes

] No

LI N/A

Remarks:

17.

Is FMS provided a photocopy of the purchase order
and any approved freight or packing slips as
acknowledgement that a portion of the order has
been received?

[] Yes

[1No

X N/A

Remarks:

18.

[s the original “received copy” retained by the
command for completion and forwarding to the FMS
when the complete shipment is received?

Yes

(J No

L1 N/A

Remarks:

19.

Are Damaged items delivered by common carrier
acknowledged on the freight bill by the carrier’s driver
before being accepted?

X Yes

I No

LI N/A

Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL
COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases
20. Is Purchasing Services Unit (PSU) notified
immediately by telephone, followed in writing either [(1Yes | [1No N/A, ||| Remarks:
by a memorandum or e-mail, requesting cancellation
of the requisition or deletion of an item, if it is
determined that a commodity requested on a CHP 43
is no longer needed and a purchase order has not
yet been prepared?
21. Are open purchase orders periodically reviewed and
investigated to ensure the orders are not opened for | [JYes | [JNo | [X] N/A | Remarks:
an unreasonable length of time. (SAM 8422.0)
22. Are copies of the purchase requisitions and purchase
orders maintained for three years after payment? OvYes | ONo | XIN/A | Remarks:
(SCM Vol. Il, Ch. 11, Topic 4)
23. Are decisions documented to create a paper trail
documenting the basis of the decisions made forthe | [(JYes | [JNo | [X N/A | Remarks:
purchase? (SCM Vol ll Ch. 2, Topic 11)
24, Are purchase orders split to evade competitive
bidding requirements or to circumvent the OvYes | XNo |[JN/A | Remarks:

Department’s delegated purchase authority limits?
(Public Contracts Code Section 10329)
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STATE OF CALIFORNIA Command: Division: Chapter: 3
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Special Services Inland

Inspected by: Date:
COMMAND INSPECTION PROGRAM eI e Modalin -
EXCEPTIONS DOCUMENT

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under “Forward to:” enter the next level of command where the document
shall be routed to and its due date. This document shal! be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if
additional space is required.

TYPE OF INSPECTION [J Corrective Action Plan Included
L] Division Level [X] Command Level [] Appeal Included
[J Executive Office Level [ Attachments Included

Forward to:
Inland Division

Follow-up Required:

[ Yes X No

Due Date: 12/31/2008 (

Chapter Inspection: 3, Purchases

Inspector's Comments Regarding Innovative Practice

None

| Command Suggestions for Statewide Improvement:

| Inspector’s Findings:

Each of the five individual units within Inland Division Special Services completes their respective
Purchase Requisition (CHP 43) and submits them to the clerical support staff for numbering and
processing. Damaged items delivered by common carrier or quantity discrepancies are acknowledged
with the driver prior to being accepted.

CHP 680A (Rev. 09-08) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Page 2

Command: Division: Chapter: 3
Special Services Inland
Inspected by: Date:

Lieutenant Oscar Medellin

January 6, 2009

| Commander's Response:

| Inspector's Comments:

Inland Division’s clerical support staff oversees the overall procedure of procurement for Special
Services and maintains the integrity by exposing any discrepancies during the purchasing process.

Required Action

Corrective Action Plan/Timeline
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Page 3

Command:

Division:

Chapter:

Inspected by:

Date:

Appeal Process: (Appeals shall be filed within five (5) business days of the completed.chapter inspection).

Commander's Basis for Appeal:

| Appeal Review/Decision: (This shall be the only level of appeal).

— i’ ya
Li or's Pignature: Date:
/e 3

Respomding Commander's Signature (for appeal):

Date:
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STATE OF CALIFORNIA

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST

Chapter 3, Command Procurements

Cal-Card Program

Page 1 of 2
Command: Division: Number:
Inland Division | Inland
Evaluated by: Date:
Sergeant Ron Seldon 1-6-09
Assisted by: Date:
Vonna Broughton 1-6-09

INSTRUCTIONS: Answer individual items with “Yes” or “No” answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the “Remarks” section. Additionally, such

discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.

Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the “Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

X Division Level

] Executive Office Level

] Command Level

[] Voluntary Self-Inspection

Lead Inspector's Signature:

Follow-up Required: [ Follow-up Inspection | Commanders Signature: /
i 7 / e
[lYes [INo W Z HLL ST
For applicable policy, refer to: HPM 11.2, Chapter 3

1. Are all employees associated with the use of the Cal- _
Card program completing the CHP 78S, Conflict of X Yes | [ONo | JN/A | Remarks:
Interest Statement, Employee, form?

2. Are STD. 21 Drug Free Workplace certifications .
maintained within the Cal Card command file for XK Yes | [ONo | [JN/A | Remarks:
each vendor utilized?

3. Are STD. 204 Payee Data Record forms maintained _
in the Cal Card command file for each vendor XYes | ONo |[JN/A | Remarks:
utilized?

4. Are California Integrated Waste Management Board _
Form 74 documents maintained for each vendor K Yes | [ONo |[JNA | Remarks:
utilized?

5. Ifthe vendor is a small business or DVBE is utilized, .
is the certification letter from the Department of XYes | [ONo |[JN/A | Remarks:
General Services maintained in the file?

6. When fair and reasonable is utilized, is the fair and _
reasonable method documented and properly X Yes | [ONo | JN/A | Remarks:
justified?

7. Are purchases split into multiple transactions in order _
to circumvent transaction purchase limits? CJYes | X No | [CJN/A | Remarks:

8. Does the CHP 317 Cal Card Log fully describe the _
purchase? XK Yes | [ONo |[JN/A |Remarks:

9. Are bank statements reconciled with the CHP 317 '
Cal Card Log and the receipts/invoices? X Yes | [ONo | CIN/A | Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST

Chapter 3, Command Procurements

Cal-Card Program

Page 20f2

10. Is the CHP 317 Cal Card Log properly authorized

and maintained? X Yes | [JNo | [JN/A | Remarks:

11. Are credit invoices/receipts for returned items s:
maintained with the bank statement? X Yes | [ONo |[JN/A | Remarks:

12. Do non-itemized purchase receipts/invoices .
document the purchase by listing the commodity, [JYes | [ONo | [XIN/A | Remarks: All purchase receipts
quantity, and unit price of the item(s) purchased on are itemized and listed on the
the bank statement. bank statement.

13. Are Cal Cards maintained in a secure area? _

x Yes D No D N/A Remarks:

14. Are Cal Card purchases pre-approved by the -
commander? OYes | XINo | [JN/A | Remarks:

15. Have all cardholders received training on the Remarks:

Department's procurement processes? DdYes | [ONo [[JN/A | Remarks

16. Are item(s) purchased with the Cal Card prohibited N

by departmental policy? CJYes | XINo | [JN/A | Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Command: Division: Chapter:
Inland Division | Inland Three
Inspected by: Date:

Sergeant Ron Seldon 1-6-09

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under “Forward to:” enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if

additional space is required.

TYPE OF INSPECTION
X Division Level [] Command Level

[J Executive Office Level

[ Corrective Action Plan Included
[ Appeal Included
[J Attachments Included

Follow-up Required: Forward to:

[ Yes X No

Due Date:

Chapter Inspection:

Inspector's Comments Regarding Innovative Practices:

Commander’s Signature:

—7

f'{/:r) P -

N/A

| Command Suggestions for Statewide Improvement:

N/A

| Inspector's Findings:

1. All purchases with the Cal Card are itemized on purchase receipts.
2. Many Cal Card purchases were not pre-approved by the Division Commander.
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM SR Chevtr

EXCEPTIONS DOCUMENT Inland Drvision [ Inian Three

=) Sgt. Ron Seldon 1-6-09
age 2

| Commander's Response:

| Inspector's Comments:

1. Inland Division will obtain approval from the Commander prior to making purchases with the Cal Card.

Required Action

Corrective Action Plan/Timeline
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Page 3

Command:

Division:

Trao) Piulsied | Tavawp

Chapter

Inspected by:

R.sctpoy P IMTY5

Date / e

Appeal Process: (Appeals shall be filed within five (5) business days of the completed chapter inspection).

Commander’s Basis for Appeal:

[ Appeal Review/Decision: (This shall be the only level of appeal).

Lead Inspector‘s flgnature // ’3\

Date: ! / /?

Respondmg Commander’s Signature (for appeal):

Date:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Command: Division: Number:
COMMAND INSPECTION PROGRAM | Infand Division | Inland —
INSPECTION CHECKLIST Sergeant Ron Seldon 1-7-09
Chapter 3, Command Procurements Assisted by: Date:
Contracts Officer Larry O'Brien, Joette Wilson 1-7-09

INSTRUCTIONS: Answer individual items with “Yes” or “No” answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the “Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the “Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

Lead Inspector's Signature:

[X] Division Level [] Command Level ) > x)
[C] Executive Office Level O Voluntary Self-Inspection ~— 2 ( —X<

Follow—up Required: | Follow-up Inspection Commander’s Signature: Date: )

[JYes [XINo T T / // z és*
/ L rd
For applicable policy, refer to: HPM 11.1, Chapter 22

1. Is a CHP 78 Contract Request used to initiate all .
service contracts which are repetitive, regardless of K Yes | (ONo | [JN/A | Remarks:
the estimated dollar value?

2. Is a CHP 78 Contract Request used for one-time Remarks: Complated by the
services exceeding $4,999.99? Kyes | [ONo |[JNA ettt ot

3. Is the Office of Primary Interest (OPI) tracking .
numbering beginning with the requesting command X Yes | CINo | [JN/A | Remarks:
three-digit location code used, followed by “CP” for
contract payable listed on the CHP 787

4. Is the performance of contract services monitored _
and documented? K Yes | [(ONo |[JN/A | Remarks:

5. Are all copies of correspondence with the vendor _
maintained? XYes | (ONo |[JN/A | Remarks:

6. Are letters for contracts documented and maintained Remarks: No formal letters ar
which outline any problems related to substandard or | [JYes | RINo | [IN/A | e R o e it section
non-performance of the vendor? is notified of problems by the use of

E-mail.

7. Is the final product to be delivered described _
specifically and in as much detail as possible in the XK Yes | (ONo |[JN/A | Remarks:
CHP 787

8. Are all required levels of approval/signature obtained, .
including the required documentation and approvals | X Yes | [JNo | [ N/A | Remarks:

for expedite and emergency contracts per HPM 11.1,
Chapter 22, before forwarding the CHP 78 or CHP
78A?
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

Page 20f4

9. Are requests for contract services less than six
months from the anticipated start date of the contract
pre-approved by Assistant Commissioner, Staff, for
expedited processing?

X Yes

[J No

CIN/A

Remarks:

10. Is all work completed and accepted by the
Department before expiration of contract agreement?

Yes

[ No

CINA

Remarks:

11. Are contract services performed according to the
quality, quantity, objectives, timeframes, and in the
manner specified in the contract (e.g., review
progress reports and interim products)?

X Yes

I No

CIN/A

Remarks:

12. Are invoices for payment reviewed and approved to
substantiate expenditures for work performed and to
prevent penalties being assessed?

X Yes

O No

O N/A

Remarks:

13. Are contract expenditures monitored to ensure there
are sufficient funds to pay for all services rendered
as required by contract?

X Yes

[J No

CIN/A

Remarks:

14. Does the requestor verify the contractor has fulfilled
all requirements of the contract before approving the
final invoice?

X Yes

[ No

CIN/A

Remarks:

15. Is the final invoice identified and approved, as
appropriate and forwarded to Fiscal Management
Section for payment?

X Yes

[J No

LI N/A

Remarks:

16. Are all applicable form sections of the CHP 78
completed?

Yes

I No

CIN/A

Remarks:

17. Do emergency contracts document and justify a
sudden, unexpected occurrence that poses a clear
and imminent danger, requiring immediate action to
mitigate the loss or impairment of life, health,
property, or essential public services?

Yes

[ No

CIN/A

Remarks:

18. Are all employees associated with the management
of a contract completing the CHP 78S, Conflict of
Interest Statement, Employee, form?

X Yes

O No

CIN/A

Remarks:

19. Are problems concerning the contractor’s
performance fully documented in writing and made a
part of the contract manager’s contract file?

O Yes

X No

CIN/A

Remarks: Messages regarding the
performance of facility related
contractors are sent via e-mail to the
Facilities Section.

20. Are contract amendment request dollar amounts
increased more than 30%?

] Yes

X No

CIN/A

Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST

Chapter 3, Command Procurements

Contracts

Page 3 of4

21. Is the length of the contract amendment request

more than one year? OYes | ONo | XIN/A :;’::(;';Z: C':A?Pa‘igi"ism" has not
22. Are amendments requested before the expiration of _
the original contract? [JYes | [ONo |[XIN/A | Remarks:
23. Is a service contract on a CHP 78, Contract Request o
initiated for any commercial meeting/conference RYes | [ONo | JNA ﬁmm ntpdm*‘fg'ryqﬁi‘:i gr’]' ;’:ﬁ
room rental which is expected to exceed $4,999.99 in answer interviews during hiring
total cost? processes.
24. Do conference room rental costs exceeding the $500 .
per day limit have pre-approval from Assistant X Yes | [JNo |[JN/A | Remarks:
Commissioner, Staff?
25. Are California Department of Justice (DOJ) and )
Federal Bureau of Investigation (FBI) fingerprint XYes | (ONo | [JN/A | Remarks:
checks and driver license checks conducted for all of
the following types of agreements:
(1) Avionics Maintenance and Repair
(2) Helicopter Maintenance and Repair
(3) Instructor Services (on-site)
(4) Janitorial Services
(5) Consulting Services
26. Is a driver license check conducted for, but not .
limited to, all of the following types of agreements, if | [ Yes | [INo | [JN/A | Remarks:

the contractor and/or specifically assigned personnel
are scheduled to be on-site for more than 30 days:

(1) Alarm and Fire Alarm Monitoring

(2) Camera Maintenance and Repair

(3) Carpet Installation

(4) Diesel Generator Maintenance and Repair

(5) Dishwasher Maintenance and Repair

(6) Elevator Maintenance and Repair

(7) Fire Extinguisher Service

(8) Garage Door Maintenance and Repair

(9) Graphic Arts Equipment Maintenance and Repair
(10) Heating, Ventilation, and Air Conditioning Service
(11) Laundry/Linen Service

(12) Office Machine Maintenance and Repair

(13) Painting Services (interior of facility)

(14) Plumbing Services

(15) Scale Maintenance and Repair

(16) Steam Cleaning Services (Carpet, not scales)
(17) Telephone Services (cellular, satellite, and regular)
(18) Television Equipment Maintenance and Repair

(19)Uninterruptible Power Supply Maintenance and Repair
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

Page 4 0of 4

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts
27. Are all driver license and fingerprint information e
forwarded to Contract Services Unit (CSU), along OyYes | XNo |[|ONA S:g";r:gse'rpam’?;fzrxzzﬁ :’shsecgf on
\(I:Vith the c:ntract_ nugnber for retention after file with the contract.
ommander review?
28. Is CSU advised by the command to determine if '
adverse information discovered is grounds for XYes | [ONo |[ON/A | Remarks:
canceling the contract (i.e., adverse driver license
and/or criminal history information is received
regarding the contractor or the contractor’' s
personnel)?
29. Are all invoices, records, and relevant documentation .
maintained for three years after the final paymentof | X)Yes | [ONo | [JN/A | Remarks:
the contract?
30. Is a log sheet maintained for a diary of activities Remarks: A log has been maintained
related to the contract? [OYes | XINo | CIN/A for the HVAG contract only.
31. Is a computer file prepared for all contracts Remarks: Computer files are being
administered? EI Yes m No D N/A held by tt:le Facilities Section for
facility repair contracts.
32. Is a spreadsheet prepared listing all expenditures? _
D Yes No D N/A Remarks:
33. Is the notification to the contractor documented for s:
the start date for services to begin? XYes | [ONo |[JN/A | Remarks:
34. Is the contractor contacted to determine if all invoices o
have been received in order to oversee the KYes | CINo | [JN/A | Remarks:
completion of the contract?
35. Do consultant services contracts of $1,000 or more s:
contain detailed performance criteria and a schedule | [JYes | [JNo | [XIN/A | Remarks:
for performance? (SCM Vol. |, Ch. 3, Section 3.02.1)
36. Does the contract file contain the STD. 4 Contractor _
Evaluation form for consultant contracts? OvYes | CONo | XIN/A | Remarks:
(SCM Vol. |, Ch. 3, Section 3.02.5)
37. Does Contract work only begin after approval of the ‘s
final contract? (SCM Vol. 1, Ch. 4, Section 4.09) XK Yes | [ONo | [JN/A | Remarks:
38. Are the requirements for Government Code Section e
18130 (a) or (b) documented and justified for X Yes | (ONo |[JN/A | Remarks:
personal service contracts? (GC 19130 & SCM Vol. |,
Ch. 7, Section 7.05)
39. Are any contract payments made prior to the final B e
approval and execution of the contract? (SCM Vol.1, | [IYes | XINo | [JN/A | Remarks:

Ch. 4, Section 4.09)
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Command: Division: Chapter:
Inland Division | Inland Three
Inspected by: Date:

Sergeant Ron Seldon 1-7-09

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under “Forward to:” enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if

additional space is required.

TYPE OF INSPECTION
X Division Level [] Command Level

[C] Executive Office Level

] Corrective Action Plan Included
[J Appeal Included
[ Attachments Included

Forward to:

Follow-up Required:

[J Yes X No

Due Date:

Chapter Inspection:

Inspector's Comments Regarding Innovative Practices:

Date:

Commander’s Signature:

N/A

| Command Suggestions for Statewide Improvement:

N/A

| Inspector’s Findings:

. N

Inland Division does not retain any formal letters regarding substandard performance by vendors.

2. Contractor performance records are not kept on file at Inland Division. These records are only

kept on file at the Facilities Section.

3. Logs outlining a record of services provided by contract vendors are not kept with the exception

of the HVAC contract.

4. No electronic filing system is used for contracts. The hard copies of contracts are held in the

paper filing system.
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Command: Division: Chapter:
Inland Division | Inland Three
Inspected by: Date:

Sergeant Ron Seldon 1-7-09

Page 2

| Commander's Response:

| Inspector's Comments: |

1. Inland Division will create a system of describing any problems associated with contract vendors
in a formal letter in addition to utilizing e-mail to make notifications to the commander and
Headquarters.

2. Contract performance records are to be kept on file along with each contract.

3. Inland Division will ensure logs outlining a record of services provided by contract vendors are
utilized.

4. An electronic filing system will be created to track past and current contracts.

Regquired Action

Corrective Action Plan/Timeline
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Page 3

Command: Division: Chapter:

TviawD DIVSiod | LA D 3

Inspected by: Date:
_SElpos T Y78 S /_/747

Appeal Process: (Appeals shall be filed within five (5) business days of the completed chapter inspection).

Commander’s Basis for Appeal:

| Appeal Review/Decision: (This shall be the only level of appeal).
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Lead Inspector's Sig e: _-_) @
<::'/t//‘b//
> .

Date: I /7 A ?

Responding Commander's Signature (for appeal):

Date:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Command: Division: Number:
COMMAND INSPECTION PROGRAM Inland Division | Inland 801
Evaluated by: Date:
INSPECTION CHECKLIST Sergeant Ron Seldon 1-6-09
Chapter 3, Command Procurements Assisted by: Deis:
X-Number Program Vonna Broughton 1-6-09

INSTRUCTIONS: Answer individual items with “Yes” or “No” answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the “Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the “Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

Lead Inspector's Signature:

X Division Level [CJ Command Level .
? e e > e
[] Executive Office Level [ Voluntary Self-Inspection J\_/, ’[/< L~ ’Z/ ,,_l
Follow-up Required: LI Follow-up Inspection | Commander's Signature:

[]Yes No

L4

=z —

E;ate yA%4 /%’

For applicable policy, refer to: HPM 11.1, Chapter 23

1. Are multiple X Numbers awarded to the same vendor .
to circumvent the $4,999 contract limit? OYes | X No |[JN/A | Remarks:
2. Does all X Number file documentation contain the .
STD. 204 Payee Data Record? X Yes | [ONo |[JN/A | Remarks:
3. Do X Numbers requiring a contract (i.e., janitorial or -
landscaping) have prior approval from the Business | [ Yes | [JNo | [J N/A | Remarks:
Services Section commander?
4. Are X Number requests made prior to the date the Remarks: Approval from AC Fields
services are performed? X ves [ No CIN/A Office is obtained for rare after the
fact X-number requests
5. Are X Numbers issued for a one-time use? .
x Yes D No D N/A Remarks:
6. Are prohibited services performed using an X s
Number? [OYes | XINo | [ON/A | Remarks:
7. Are X Numbers used for the procurement of a Remarks:
service and not the purchase of a commodity? X Yes | [ONo | [JN/A | Remarks.
8. Are X Numbers issued for telecommunications -
related services pre-approved by BIYes | [ONo |[JN/A | Remarks:
Telecommunications Section?
9. Do X Numbers used for facilities related services ——
(such as roof repair, electrical) costing over $1,000 X Yes | [ONo |[]N/A | Remarks
have prior approval from Facilities Section?
10. Do X Numbers issued for lapsed contractual NE IR li llv aranted
agreements have prior approval by the appropriate OYes | XINo | [ONA b;m’ St
Assistant Commissioner? '
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST

Chapter 3, Command Procurements

X-Number Program

Page 20f2

11. Do all X Numbers awarded to a non-small business

vendor contain three price quotations? COYes | XINo |[INA Ef:’r:‘:f: Emergency repairs are
12. Do all X Numbers awarded to a small business - Astof STBI0E. Inland
vendor contain the small business certification from Yes | [JNo | JNA gm?;';s‘wa: r‘,’ai kgt g;:‘h .
the Department of General Services (DGS)? Department's X-number coordinator
Norma Killion.
13. Does the file documentation contain the STD. 21 -
Drug Free workplace certification for X Number X Yes | [ONo | [JN/A | Remarks:
vendors?
14. Do emergency service X Numbers document and .
justify the emergency? X Yes | CINo | CJN/A | Remarks:
15. Is the itemized invoice for each X Number service s
maintained in the command’s files? XK Yes | [JNo |[IN/A | Remarks:

CHP 680E (Rev. 09-08) OPI 010




STATE OF CALIFORNIA Command: " Division: Chapter:
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Inland Division | Inland Three
COMMAND INSPECTION PROGRAM Inspected by: Date:
EXCEPTIONS DOCUMENT Sergeant Ron Seldon 1-6-09

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under “Forward to:” enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if
additional space is required.

TYPE OF INSPECTION [J Corrective Action Plan Included
(X Division Level [] Command Level [] Appeal Included
[ Executive Office Level [J Attachments Included

Forward to: Commander’s Signature:

Follow-up Required:

] Yes X No

Due Date:

Chapter Inspection:

Inspector's Comments Regarding Innovative Practices:

N/A

| Command Suggestions for Statewide Improvement:

N/A

| Inspector’s Findings:

1. It was determined that the approval granted for repairs conducted after contract expiration dates
were obtained from the appropriate Facilities Section coordinator assigned to Inland Division.

2. Prior to June 18" 2008, small business certification forms were not obtained from certified small
businesses. Inland Division was reminded to collect these certification forms on all transactions
involving certified small businesses by the Department X- number coordinator, Norma Killion of the
Business Services Section.
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Command: Division: Chapter:
Inland Division | Inland Three
Inspected by: Date:
Page 2 Sergeant Ron Seidon 1-6-09

| Commander's Response:

[ Inspector's Comments: |

1. Inland Division will ensure all X-number services awarded to small businesses will complete a small
business certification form to be kept on file.

Required Action

Corrective Action Plan/Timeline
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Page 3

Command: Division: Chapter:
TadD Divispon Trqup 3
Inspected by: Date:
L Lefos

R $Ewen H J4785

Appeal Process: (Appeals shall be filed within five (5) business days of the completed chapter inspection).

Commander’s Basis for Appeal:

| Appeal Review/Decision: (This shall be the only level of appeal).
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Lead Inspector's Signature; &
o7 / P

Date: ,A/y?

Responding Commander's Signature (for appeal):

Date:

CHP 680A (Rev. 09-08) OP1 010







Page 10f 3

STATE OF CALIFORNIA Command: o Division: Number:
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Inland Division | Inland _
Evaluated by: ate:
COMMAND NSPECTIONPROGRAM  [<oironsotten | 50
Ssiste . ate.
gha;%ter 3, Command Procurements Joette \)}Vilson 1-7-09
urchases

INSTRUCTIONS: Answer individual items with “Yes” or “No” answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the “Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the “Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

[{ Division Level ] Command Level

] Executive Office Level [ Voluntary Self-inspection

Lead Inspector's Signature:

- B

Follow-up Required:
[] Yes X No [] Follow-up Inspection

Commandefs S|gnature

//x_,/

Date:

For applicable policy, refer to: HPM 11.2, Chapter 7

e (65

1. Are participants in the procurement process at the
command level familiar with the related policies and
procedures for purchasing?

KYes | [ONo |ONA

Remarks:

2. Have Approvers/reviewers of purchases received
procurement training?

KYes | [ONo |[ONA

Remarks:

3. Are prohibited items procured on CHP 43, Purchases
Requisitions?

Supplies for personally — owned equipment
Commiodities for personal use

Confirming order

Purchases via the internet

OYes | X No |[INA

Remarks:

4. Are separate CHP 43s, Purchase Requisitions,
prepared for commodity items obtainable from
different suppliers or from different statewide
commodity contracts?

K Yes | [ONo | [CINA

Remarks:

5. s all required information entered on the CHP 43,
Purchase Requisition?

Yes | [ONo |OONA

Remarks:

6. Are the CHP 43, Purchase Requisitions, numbered
consecutively, starting anew at the beginning of each
fiscal year (July 1)?

K Yes | [ONo | CINA

Remarks:

7. Are expedited requests for the purchase of goods
forwarded to the Assistant Commissioner, Staff, for
approval?

KYes | [INo |[ONA

Remarks:
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INSPECTION CHECKLIST

Chapter 3, Command Procurements

Purchases

Page 20f3

8. Do specialized items purchased contain the
appropriate Division, and/or OP| approvals?

X Yes

O No

CIN/A

Remarks:

9. Are the CHP 43, Purchase Requisitions,
competitively bid?

K Yes

] No

CINA

Remarks:

10. Does the CHP 315, Price Comparison Worksheet,
document at least two price quotations?

X Yes

O No

I N/A

Remarks:

11. Are Limited Competitive Bidding purchase requests
that limit or restrict the purchase to one specific
brand or model justified and in compliance with SAM
35557

{ Yes

CJ No

CIN/A

Remarks:

12. Are Limited Competitive Bidding purchase requests
for items that interface with existing departmental
equipment in compliance with SAM 3555.3?

X Yes

CJ No

CIN/A

Remarks:

13. Do Non-Competitive Bid (NCB) purchase requests
contain the NCB justification and NCB Corrective
Action Plan documents?

X Yes

O No

CONA

Remarks:

14. Are items checked immediately for content and
damage when delivered?

X Yes

[ No

CONA

Remarks:

15. Is the “received copy” of the purchase order
approved, dated, and forwarded to the Fiscal
Management Section (FMS), Account Payable Unit,
within three business days of receipt, if all items are
accepted?

Xl Yes

O No

CIN/A

Remarks:

16. Are freight and/or packing slips attached to the
received copy of the purchase order and sent to
FMS?

Yes

I No

CINA

Remarks:

17. Is FMS provided a photocopy of the purchase order
and any approved freight or packing slips as
acknowledgement that a portion of the order has
been received?

X Yes

[ No

I N/A

Remarks:

18. Is the original “received copy” retained by the
command for completion and forwarding to the FMS
when the complete shipment is received?

K Yes

I No

LIN/A

Remarks:

19. Are Damaged items delivered by common carrier
acknowledged on the freight bill by the carrier's driver
before being accepted?

[ Yes

X No

CJ N/A

Remarks: Damaged items
are not accepted.
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Chapter 3, Command Procurements
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Page 3of3

20. Is Purchasing Services Unit (PSU) notified

immediately by telephone, followed in writing either | [(JYes | [ONo | [XIN/A ﬁ’:ig‘:n = basn one afihiand
by a memorandum or e-mail, requesting cancellation Division.

of the requisition or deletion of an item, if it is

determined that a commodity requested on a CHP 43

is no longer needed and a purchase order has not

yet been prepared?

21. Are open purchase orders periodically reviewed and e
investigated to ensure the orders are not opened for | X Yes | [ONo | [JN/A | Remarks:
an unreasonable length of time. (SAM 8422.0)

22. Are copies of the purchase requisitions and purchase o
orders maintained for three years after payment? K Yes | [ONo |[JN/A | Remarks:

(SCM Vol. Ii, Ch. 11, Topic 4)

23. Are decisions documented to create a paper trail —— tached
documenting the basis of the decisions made forthe | I Yes | [INo | [CIN/A Eetz‘:;:r'ch::; ey oo anache
purchase? (SCM Vol ll Ch. 2, Topic 11)

24. Are purchase orders split to evade competitive s
bidding requirements or to circumvent the OYes | XINo | [JN/A | Remarks:

Department’s delegated purchase authority limits?
(Public Contracts Code Section 10329)
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STATE OF CALIFORNIA Command: Division: Chapter:
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Inland Division | Inland Three
COMMAND INSPECTION PROGRAM Inspected by: Date:
EXCEPTIONS DOCUMENT Sergeant Ron Seldon 1-7-09

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under “Forward to:” enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if
additional space is required.

TYPE OF INSPECTION [ Corrective Action Plan Included
X Division Level [] Command Level [J Appeal Included
[ Executive Office Level [] Attachments Included

Date:

Follow-up Required: Forward to: Commander's Signature:

[ Yes X No

/}

Due Date:

Inspector's Comments Regarding Innovative Practices:

N/A

| Command Suggestions for Statewide Improvement:

N/A

| Inspector’s Findings:

1. There is no separate file kept which include records regarding decision making processes on
purchases. All notes regarding purchases are documented on the CHP 43 Purchase Requisition forms.
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Page 2

Command: Division: Chapter:
Inland Division | Inland Three
Inspected by: Date:

Sergeant Ron Seldon 1-7-09

| Commander’'s Response:

| Inspector's Comments:

N/A

Required Action

Corrective Action Plan/Timeline
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EXCEPT'ONS DOCUMENT Command: Division: Chapter:
LWLAMD DWVIS 1o 0 TatAwd 3
Ingpected by: Date:

Page 3 Epon 4765 1 /7/09

Appeal Process: (Appeals shall be filed within five (5) business days of the completed chapter inspection).

Commander's Basis for Appeal:

rAp peal Review/Decision: (This shall be the only level of appeal).

Lead lns/pggtor’s Sighature; /'_\ Date:
5 ~ & // /o g

Respbriding Commander’s Signature (for appeal): ’ Date:
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